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ABSTRACT 

This manual is designed for use with the Apple II 
microcomputer and software packages for the Microcomputer Vocational 
Education Reporting System 1.0 (MICRO-VERS) . It is intended to aid 
local agencies in building and managing a database of information 
required by the State Board for reporting vocational program 
enrollment. An introduction describes the reimbursement claiming and 
reporting process. Part 2 contains a timetable depicting an 
anticipated sequence for compiling program and enrollment data and 
reporting them to the State Board. Part 3 is an introduction to the 
microcomputer. It covers MICRO-VERS 1.0 system hardware, general 
functions, disk handling, starting of the MICRO-VERS system, and 
initialization of a new disk. Parts 4 through 6 discuss the three 
types of necessary data — vocational program data, student data, and 
course enrollment data. Variable descriptions are provided, and data 
entry procedures for the various data are described. Part 7 explains 
entering program completion status data. Part 8 deals with displaying 
the Reimbursement Claims Report and Parts III, IV, and V of the 
Vocational Education Data System Report. Procedures for auditing 
vocational education enrollment and expenditures are explained in 
part 9. Appendixes include sample forms, a glossary, a list of 
resources, and supplemental listing programs. (YLB) 
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PART I 
INTRODUCTION 

ELS.L&&S. 

During the past decade, the Illinois State Board of Educa- 
tion/Department of Adult, Vocational and Technical Education, 
hereafter referred to as the State Board, has developed and 
implemented a Three Phase System for State wide Evaluation of 
Vocational Education. This system has three paramount goals: (1) 
to improve programs at the local level, (2) to foster a data base 
for state-wide planning, and (3) to provide for the accountabil- 
ity of State and Federal funds as mandated by legislation. 

The Illinois State Board of Education, Department of Adult, 
Vocational and Technical Education has consistently sought out 
ways to lend administrative support to the local educational 
agency. Use of new micro-computer technology has allowed the 
State Board to provide cost-effective data processing assistance 
for local educational agencies. This is especially timely given 
new changes in procedure for funding vocational education at the 
local levsl. It is clear that e wide variety of administrative 
applications, when fully tested, can significantly aid local 
educational agencies in planning, conducting, and evaluating 
vocational education programs. 

Micro-computer software has been developed to assist local 
administrators with the newly developed vocational education 
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reimbursement and reporting process. This software system is 
called jMICRO-VERS. The timely implementation of the software is 
significant for several reasons: 

(1) There will be a reduction in the amount of time 
required to prepare the necessary reports. 

(2) Micro-computers are becoming widely available for use 
in local educat icnal agenc ies. 

(3) Data generated by the system may also be used for 
several gu i dance and adminis trat ive f unct ions such as 
career planning, curriculum development and evaluation. 

It is hoped that vocational administrators in Illinois will 
find this software useful in the process of planning, implement- 
ing and evaluating quality vocational education programs. 

Every effort has been made to insure that this software is 
complete, accurate and "friendly". If problems should arise, 
however, Appendix C lists several sources for assistance. 
Overview Of lll^^mbur^m£nl.ClAlmln£_and_Eeporting Process 

For a number of years, local educational agenc ies have 
submitted a Local Plan for Vocational Education, claims for 
reimbursement two or three times yearly and an annual Vocational 
Education Data System (VEDS) report to the Illinois State Board 
of Education/Department of Adult, Vocational and Technical 
Educat ion. 

During the 1982-83 school year, educational agencies will 
cont inue to submi t an annual appl i cat ion- -A Local Plan for Voca- 
tional Education. However, the reporting process completed only 
once &l_lhg_&nd_fl£„t he,. s fihflfll_y&fli: will contain the information 
required for both reimbursement claims and Parts III, IV and V of 
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the VEDS System. 

The new reporting system encompasses a number of changes 
related to funding of vocational education programs at the local 
level. These changes are as follows: 

(1) The priority coding process, (1A, IB, or 1C), has been 
eliminated and all training level credit courses are 
funded at the same training level rate. All training 
level courses will be coded at a level 1. 

(2) Students a* the training level may only be claimed in 
one vocational program per year per agency. 

(3) Uinlll and l£nlh grade students may be claimed at the 
orientation level only. Eleventh grade students may be 
claimed at both the orientation and the training level 
and IsffilXlh grade students may only be claimed at the 
training level, (see definition of over age/under 
achiever in ti»e glossary, Appendix B). 

(4) Handicapped, disadvantaged and/or students with limited 
English proficiency are claimed on an undupl icated r 
(one time), basis. 

Ihfi^Mi^j^zgamBulgji_ln_YgjLaiiQnflJ^Educat i on 

In addition to the annual claiming and reporting process, 

the vocational administrator will find that the micro-computer 

has many other useful functions. Some of the advantages which 

the micro-computer presents include the following: 

(1) The micro-computer provides the administrator with 
immediate access to vocational student and program 
information that may have been difficult to obtain in 
the past. 

(2) The micro-computer may be used to perform many related 
management and/or guidance functions useful to the 
administrator and counselor such as word processing for 
completing the Local Plan, scheduling, attendance 
record keeping, job placement, budgeting and cataloging 
community resources. 
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(3) The vocational student data base generated can be used 
for gu i dance and career development purposes. 

In addition to these administrative functions, the applica- 
tions of the micro-computer for educational purposes are virtual- 
ly unlimited. The State Board encourages local educational agen- 
cies to seek ways to explore administrative and instructional 
applications of the micro-computer. 

The information presented here is a description of the 
MICRO-VERS process. Several examples are presented which are 
intended to allow the data-entry person to practice and familiar- 
ize himself/herself with the system. Read the following sections, 
practice with the examples and follow the system to the comple- 
tion before attempting to enter actual course and student infor- 
mat ion. 
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PART II 

SCHEDULE FOR DATA COLLECTION AND REPORTING 

Although many factors influence the times when a district's 

Local Plan for Vocational Education is approved, the following 

time-table depicts an anticipated sequence for compiling program 

and enrollment data and reporting these data to the State Board. 



SEQUENCE 
Preli mina ry Proc edures 



ACTIVITY 



Step 1: The local educational agency submits the 

Local Plan to the State Board requesting 
approval for the vocational education pro- 
gram.. Part II, Section D of this plan con- 
sists of a listing of vocational programs 
made up of a sequence of courses for which 
the local agency is seeking approval. This 
portion of the Local Plan, form 15-72, is 
referred to as the "Turn-Around Document". An 
approval code will be assigned to each course 
on the list and returned to the local educa- 
tional agency. 

Ste P 2: The Staff of the State Board review the voca- 

tional programs and courses, assign approval 
codes to the Turn-Around Document and return 
copies to the local agency. 
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£ Step 1: Following the directions in Part IV of the 

W MICRO-VERS User's Guide, a vocational program 

file is created from the Turn-Around Document 
utilizing the micro-computer. This step may 
be completed any time after the Document has 
been received but prior to the time when 
course enrol lment data is entered. 

Step 2: A student data file is created which consists 

of all students enrolled in approved voca- 
tional courses. A VOCAT I ONAL EDUCAT I ON 
STUDENT RECORD FORM as descr ibed in Part V of 
the User's Guide may be used for this step. 
The procedure for creating the student data 
file is also described in Part V. 

Step 3: Course enrollment information is entered into 

the student data file from class lists to 
reflect mid-term enrollment in vocational 
courses. A more detailed explanation of this 
procedure is found in Part VI. When all class 
information has been loaded, program 
completers are identified and loaded as 
outlined in Part VII. 

Ufk Step 4: The reimbursement claim and Parts III, IV and 

V v of the VEDS report is compiled, printed, 

and ready for submission to the State Board 
as outlined in Part VIII of the User's Guide. 

Step 5: The completed report*, are now delivered to 

the State Board via the Regional Superinten- 
dent of Schools. 

Quest ions concern ing the above schedule may be answered in 

the detailed sections of this guide or may be directed to the 

personnel listed in Appendix C. 
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PART III 

INTRODUCTION TO TEuS MICRO-COMPUTER 

Introduction 

This manual has been designed for use with the Apple ][" 
micro-computer and the Micro-computer Vocational Education Re- 
porting System, (MICRO-VERS), software package. The ability to 
program a micro-computer is not necessary to be able to use this 
program. The materials have been designed to enable users to 
interact with the micro-computer in plain English. The manual 
should be read in its entirety prior to using MICRO-VERS. 

System Hardware. 

To use the MICRO-VERS system for reimbursement claims and 
VEDS reporting, the following equipment will be required: 

1. Apple ][ or Apple ][ Plus Micro-computer 48K 

2. One disk drive with controller card 

3. A printer and interface card 

4 . A video moni tor 

5. Several blank disks 

GfinfiULL-Euncl i ana 

A mlcrp-CPPRlilgH can assist the local educational agency by 
performing routine, repetitive analyses of information , at. a high 
rate of speed* It can provide that assistance only if instruc- 
tions are given to tell it how to perform the desired analysis. 
These instructions are provided by preparing a The 
program must be written in a laneilflgfi that the programmer and the 
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micro-computer both understand.' The MICRO-VERS program required 
to complete the reimbursement claims and VEDS reports is included 
with this package. The next few parts of this manual will des- 
cribe the use of the program. 

Computer hardware, (equipment), follows the instructions 
provided by the program. When the programmers prepared the 
program, the keyboard of the micro-computer was used to type the 
set of detailed instructions required to complete the analysis. 
However, the typing did not result in a piece of paper with the 
instructions on it, but rather the instructions were recorded on 
a disk in this case the M^CRO-VERS PROGRAM disk. The program is 
ilflLfid on the disk in the same sense as music is stored on a 
cassette one would use in a car stereo or tape recorder. The 
program on the disk can be used repeatedly just as one can play a 
cassette recorded song over and over. It could be stated that 
both the program and the song are permanently stored . 

In order to use the MICRO-VERS program on the disk to com- 
plete analyses, simply insert the disk into the disk drive. When 
the micro-computer is turned on, it will lflfld the program into 
its memory. To load the program means to make a copy of it from 
the disk, and to put the copy inside the micro-computer so that 
it may be used. The program now is B£Jtmflnejilix stored on the 
disk and IfimaflJL&Jtils; aifltfid. in the micro-computer. The in- 
structions in the program tell the micro-computer what to do and 
when to do it. For example, the program might tell the micro- 
computer to display information on the moni tor- A monitor looks 
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and performs much like a TV set. 

The MICRO-VERS program expects information to be submitted 
in a specific sequence. If the information is received in the 
proper sequence and format, it is stored and analyzed. If incor- 
rect data is typed into the micro-computer, a message is dis- 
played on the monitor or, in some cases the computer will stop. 

As data is entered into the micro-computer, it is stored in 
a lilfi. A computer file is much like a file cabinet drawer. 
When one wishes to use information in a file drawer, the file 
drawer must first be opened. The program also opens computer 
files. After a file drawer has been opened, the information can 
be located by checking through the sequence in which the informa- 
tion was filed, (A,B,C or 1,2,3 ). The micro-computer 

program does the same. When one finishes using the information, 
it is returned to the file drawer andthe file drawer is closed. 
The information is thtn safe and in place for use at another 
time. It is i£L£ imnflri&lli to remember that the program also 
returns information and closes the file so that it may be ac- 
cessed at a later time. 

Through using the MICRO-VERS program, two applications are 
desired: 

1. To collect, compile and analyze the information accord- 
ing to State Board regulations 

and 

2. To print the data that will be sen': to the State 
Board. 

It is not necessary to know hSLYl the computer works or how it 
MICRO-VERS User 1 s Guide Page 9 



Part III 



The Micro-Computer 



analyzes the information. The user of the MICRO-VERS system need 
only be concerned with two aspects of the program: (a) How to 
assemble the data required and enter it into the micro-computer; 
and (b) The end results of the analysis, (i.e., the VEDS and 
Claim reports), which are to be sent to the State Board. The 
MICRO-VERS program instructs the computer to "ask w the user for 
the information at data entry time send the results of the analy- 
sis to the printer and to produce a copy of the data to transfer 
to reports that can be delivered to the State Board. 

Parts V and VI of this manual will explain the sequence of 
entering .the vocational program and student data. Obtaining the 
results of the analysis and printing the reports will be present- 
ed in Part VII. 



Disks are somewhat fragile and require careful handling. 
Always insert the disk into the drive with the label facing up 
and toward you. When handling the disk, place your thumb over 
the label. This will help insure that the disk is placed into 
the drive in a proper fashion. Refrain from touching any portion 
of the disk other than the stiff paper cover. Do not allow the 
disk to become bent or creased in any manner. Liquids or smoking 
ashes accidentally spilled on the disk can quicKly ruin it. 
Always return the disk to its envelope when not in use. These 
simple precautions will enable the disk to remain clean and 
provide many hours of use. 

The MICRO-VERS package of materials contains this instruc- 
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tion manual, a MICRO- VERS PROGRAM disk and a PRINTER disk. Sev- 
eral blank data disks will be necessary for storing student-and- 
course information. Any good quality 5 1/4" soft-sector disk may 
be purchased for this purpose. Throughout this manual the three 
disks will be referred to with the terms PROGRAM disk, DATA disk, 
and PRINTER disk. 

The MICRO-VERS disks are designed to operate with Disk 
Operating System, (DOS), 3.3. This version is included with all 
Apple computers purchased after August, 1981. As the program 
disks included with this package have been made as master disks, 
they will automatically run under earlier DOS versions. In the 
event the disks will not operate properly with your system, 
contact one of the staff persons listed in Appendix C. 

In jrder to use the MICRO-VERS system and before turning the 
computer on, open the drive door on the the disk drive marked 
DRIVE 1 and check to see that it is empty. (If a disk is found 
in the drive, remove it at this time.) Insert the MICRO-VERS 
PROGRAM dick into the disk drive and close the door. 

The on/off switch for the Apple ][ is located on the rear, 
left side of the micro-computer next to the power cord. The 
power switch for the display monitor is located on the front of 
the monitor. Turn on the monitor by pulling the on/off switch 
outward and the micro-computer by moving the power switch into 
the upward position. At this time the white square marked POWER 
located on the left hand side of the keyboard will light up, and 
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the disk drive will begin to make a whirring noise. Most disk 
-_.dr-i-ves.-al so con t a i-n-a-smaH— light— that— indicat es— t h~ e _ "d r~i ve^s^lri 
use. Normally the disk drive will run from 30 to 90 seconds 
before it stops. When the disk drive stops, the following menu 
of options will appear on the screen: 



* WELCOME TO MICRO- VERS DATA MANAGER 
* 



1) UPDATE COURSE FILE 

2) UPDATE STUDENT FILE 

3) UPDATE COMPLETERS 

4) INITIALIZE NEW DATA DISK 
PLEASE ENTER NUMBER AND PRESS 'RETURN' 

Up to this point it has been assumed that the micro-computer 
is turned off. If the micro-computer is on prior to using the 
MICRO-VERS system, a slightly different approach will be 
necessary. Open the disk drive door and verify that it does not 
contain a disk. Insert the MICRO-VERS PROGRAM disk into the 
drive, close the door, and type the command PR#6, and press the 
key marked RETURN to begin the program. The disk drive should 
begin to make its whirring noise; and if, there is an "in use" 
light on the drive, it will glow. When the drive stops, the menu 
fll actions will appear on the screen. 
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Init ial LaingJLJtojU&k 

W hen a disk is manuf actured. __i.t— eon.t.a.ins-no— inf ormation, — i n 

order to use the disk for storing data, special information must 
be placed on the disk by the computer. The placement of this 
special information on the disk is called initializing or format- 
ting the disk. A DATA disk, provided by the district, that has 
not been initialized with the PROGRAM disk Hi.ll_nfii_WO.rk. for 
storage of information with the MICRO-VERS system. To initialize 
a DATA diskette, begin by selecting option number 4 from the menu 
and pressing the RETURN key. The disk drive will momentarily 
whir while this portion of the program is loaded from the disk- 
ette. When the drive has stopped, the following message will 
appear : 

PLEASE INSERT A NEW OR NOT NEEDED DISK 
INTO DRIVE ONE. 

«WARNING» 

THIS INITIALIZATION WILL ERASE THE 
ENTIRE DISK. 

TYPE , C» TO CONTINUE. ANYTHING ELSE TO 
RETURN TO MICRO-VERS. 

NOTE: The new DATA disk must be inserted into 
the disk drive before pressing C. 

FAILURE TO FOLLOW THE INSTRUCTIONS WILL 
RESULT IN DESTROYING 
THE MICRO-VERS PROGRAM DISKETTE. 

Remove the MICRO-VERS PROGRAM disk from the disk drive 

remembering to place the disk back into its protective envelope. 

Insert the DATA disk into the disk drive and close the door. 
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Press the letter C and the disk drive will immediately begin to 
m ak e— it s- - f am titer "' w H i r r i ti"g~ h bTs e . ~Th~ e m Tc r o -c om pTt e T~w i 11 ""give 
you the message: 

INITIALIZING THE DISK... 

When the micro-computer completes the initialization of the 
DATA disk, the following message will appear: 

IS THERE A COURSE FILE TO TRANSFER? Y/N 

Since no courses have been entered yet and this disk is not a 
continuation of prior disks, press the N key, followed by RETURN. 
Transferring a course file will be explained in a later section. 
The following message will now appear: 

PLEASE INSERT MICRO- VERS DISK INTO 
DRIVE ONE. 

<<PRESS SPACE BAR TO C0NTINUE» 

Remove the DATA disk from the disk drive, placing it into its 
protective envelope, and re-insert the MICRO-VERS PROGRAM disk- 
ette into the disk drive fce.Io.Le. pressing the space bar to con- 
tinue. After the PROGRAM disk has been placed into the drive, 
press the space bar. The message, PLEASE STAND BY... will be 
displayed by the micro-computer while the disk drive is being 
accessed. When the disk has been read, the DATA MANAGER menu 
will be returned to the screen. 



MICRO-VERS User's Guide 



Page 14 



PART IV 
VOCATIONAL PROGRAM DATA 



In the MICRO-VERS system, three major steps are involved in 
collecting and assembling the necessary data for entry into the 
micro-computer. First, vocational program and course information 
is obtained from the Turn-Around Document. Secondly, student 
data must be gathered for each student enrolled in vocational 
courses. Finally, course enrollment information is obtained from 
course lists. The data to be collected are the same as has been 
required in past years and can be obtained from the sources 
listed below. 

Two data files, one for the vocational program information 
and one for student information, will be created by the computer 
programs. The vocational director will collect and assemble the 
required data using a method which is based on local needs and 
constraints. It will then be put into a format which easily 
allows for data-entry into the micro-computer. Although the 
information described in this section may be found in a variety 
of locations, some suggested sources follow: 

IMPORTANT 

The information presented here is a description of the MICRO-VERS 
process. Several examples are presented which are intended to 
allow the data-entry person to practice and familiarize him- 
self/herself with the system. DO NOT begin entering local data 
at this time. Read the following sections, practice with the 
examples and follow the system to the completion BEFORE attempt- 
ing to enter actual course and student information. 
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Th e~ v o c a t i b n a l~p r off am"" inform at ion required for input into 
the MICRO-VERS system is taken from the "Turn-Around Document" 
and is entered into the micro-computer in the order in which it 
is presented on this form. An example document is found in this 
section. The Local Plan for Vocational Education or student 
handbook may be consulted for information not found in the "Turn- 
Around Document". 

NOTE: Courses offered at other agencies under joint 

agreements including those at area vocational 
centers should not be entered with the courses 
being offered at the home school. 

Descriptions of each of the Vocat ig nal Program, Var i qblqg are 

presented first with examples for practice data-entry at the end 

of this section. 

Variable Descriptions — Vocational Program Data 

Vocational program A vocational program consists of a se- 

Name -> 

quential series of courses which have 
been approved for funding. The name for an^approved vocational 
program is found on the "Turn-Around Document" and may be entered 
directly into the micro-computer. The program name must occupy 
no more than 20 characters. 

EXAMPLE: General Office Clerking (See example, page 27) 

Six Digit O.E. Code Each approvable vocational program 

Number -> 

and course has a corresponding 
Office of Education Code Number. This number may also be taken 
directly from the "Turn-Around Document". 
EXAMPLE: 14.0303 (See example, page 27) 
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Vocational Program Information Continued 

Course Name -> The name of each approved vocational 

course may also be found on the "Turn- 
Around Document". To optimize computer space, the course name 
must occupy no more than 25 characters. In some cases, course 
names may have to be abbreviated. 

EXAMPLE: Interrelated Coop Ed or Clerical Office Procedures 
(See example, page 27) 

Course Number -> A course number is used by the computer 

to search disk files and compile re- 
quested information. The course number consists of a maximum of 
4 characters and may be composed of numerals, letters or a com- 
bination of both. If a local educational agency presently has 
course numbers assigned to vocational courses, these may be used 
as long as they don ? t exceed 4 characters. If the local agency 
does not presently use course numbers, they mus.± be assigned to 
each vocational course. 

EXAMPLE: C300 or B250 (See example, page 27) 

Type of Recognition Type of recognition refers to the type 

(Adult programs, 

approval code 5 of award (such as a certificate) given 

only) -> 

program completers for completion of a 
adult vocational program. If the district has no adult vocational 
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Vocational Program Information Continued 

education programs, this variable may be ignored. The three 
categories for recognition of adult completers are: 

1 = a formal award for a program of 1 Y ear o r More 

2 = a formal award for a program of Less Tfrgn I Year 

3 = N2H£, i.e., no formal award. 

This information may be found in the Local Plan for Vocational 
Education, Section D, or in program descriptions found in the 
student handbook or other guidance materials. 

EXAMPLE: 1 = Certificate of Completion for Practical Nurse 

Program (See example, page 28) 

Course Credit -> Course credit refers to the number of 

(Secondary Courses) 

Carnegie Units of credit which the local 
agency grants for successful completion of the vocational course. 
The number of credits is found on the Turn-Around Document and 
must be divided by the number of terms into which the course is 
divided. For example, a one credit course which extends over two 
semesters would be recorded as .5 credits. A one-semester course 
would be recorded as .5 credits also. 

IMPORTANT: Fractional credits must be entered as a decimal 
number. For example, enter .5 rather than 1/2. In addition, 
credit is entered based on the portion of the course for which 
enrollment information is entered. For example, if enrollment 
information is to be entered for one semester of a two-semester 
course, one-half of the total credit is entered here. 

EXAMPLE: 1 = one credit, one semester course 
.5 = 1/2 credit, semester course 
.5 = 1/2 credit, two semester course 

WARNING: If you have questions in interpreting this Voca- 
tional Program variable, contact your Regional Vocational 
Administrator. An error in entering this variable can be 
responsible for significant audit exceptions. 
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Vocational Program Information Continued 

Course Contact Hours Adult non-credit courses are reimbursed 
Adult Courses , Fixed 

Amount -> on the number of contact hours which the 

class meets rather than the number of 

credits. The number of contact hours which has been approved for 

each adult course may be taken directly from the "Turn-Around 

Document". Agencies which ofier adult courses on a variable 

contact hour per student basis should enter the letters YAK for 

this variable. The contact hours for these students will be 

entered later with the student enrollment information. 

EXAMPLE: 650 = Six hundred fifty hours (See example, page 28) 

VAR = Variable contact hours to be entered later 
Vocational Program Information Continued 



Course approval A course approval code is assigned to 

code -> 

the vocational course by the Program 

Approval and Evaluation Section of the State Board before the 

"Turn-Around Document" is returned to the local agency. Approval 

codes may be entered directly from the "Turn-Around Document". 

EXAMPLE: 1 = training level course 

3 = orientation 1 evel course 

5 = adult training level program 

6 = adul t train ing level course ' 

7 = adult apprenticeship course (See example, page 27) 



Special Organ- Local educational agencies which enroll 

ization Factor -> 

students from two or; more agencies may 
qualify for the additional funding provided by the Special Organ- 



MICRO-VERS User's Guide 



Page 19 



Part IV 



Vocational Program Data 



Vocational Program Information Continued 

ization Factor. Application for this factor must be made with 
the Local Plan and the approval will be indicated on the Turn- 
Around Document. 

EXAMPLE: Y = yes, or blank, or no 

(See example Programming I&II, page 27) 



Number of Terms for The number of terms, (semesters or quar- 

Full Credit -> 

ters), into which the full course is 
divided. Also equals the number of times enrollment information 
is to be entered during the course. 
EXAMPLE: 1 = one semester or quarter course. 

2 = full year course, enrollment information entered 

twice, (once each semester). 

3 = course that is taught for three quarters 

Note: Adult vocational education courses use the same 
designations. Most adult courses will be one term in 
length . 

IMPORTANT NOTE: It is strongly suggested that a separate 
DATA disk be maintained for adult courses and students. 
This will allow for printing the final reports in a manner 
which is easy and efficient while preventing any possible 
errors in mixing secondary and adult programs. This proce- 
dure was NOT followed in the examples presented in this 
manual, however so that it might/ be kept as brief as 
possible. 



ERLC 
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Data Entry Procedures — Vocational Program Data 
To enter vocational program and course data into the 
computer with the MICRO-VERS nrogram, begin with menu option 1, 
UPDATE COURSE FILE. 

************«***«**********«*********,*« 

* * 

* WELCOME TO MICRO-VERS DATA MANAGER * 

* * 
**************************************** 

1) UPDATE COURSE FILE 

2) UPDATE STUDENT FILE 

3) UPDATE COMPLETERS 

4) INITIALIZE NEW DATA DISK 
PLEASE ENTER NUMBER AND PRESS 'RETURN' 

t\ ' 

Enter the number 1 and press RETURN. The micro-computer 
will display che message: 

PLEASE INSERT CORRECT DATA DISK INTO 
DRIVE ONE. 

«PRESS SPACE BAR TO CONTINUE» 

Remove the PROGRAM disk from the disk drive, replacing the 
disk in its protective envelope, and insert the DATA disk which 
was previously initializing i, to the drive. Close the drive door 
and press the space bar to continue. After a short period, the 
following menu of options will appear: 
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************************* 

* * 

* COURSE UPIMTE ROUTINE * 

************************* 

1) ENTER NEW COURSES 

2) EDIT COURSE DATA 

3) LIST CURRENT COURSES 

4) CLOSE FILE AND EXIT 
PLEASE ENTER NUMBER AND PRESS 'RETURN' 

COURSE FILE IS 0* FULL 

The COURSE UPDATE ROUTINE menu contains four options as well 
as an indicator to let you know how full the data disk is. 

Q&lion 1 — ENT.ERJ3EW-CQI3RSES 

Option number one, ENTER NEW COURSES, will be use^ here to 
input the program and course information. After entering a 1 and 
pressing RETURN, the following screen will appear: 
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PLEASE INPUT COURSE INFORMATION 



PROGRAM NAME 



> ? 



PROGRAM O.E. 



> 



COURSE NAME 



> 



COURSE ID. 



> 



RECOGNITION CODE 



> 



CREDIT /CONTACT HRS PER TERM 



> 



APPROVAL CODE 



> 



SPECIAL ORG. 



> 



NUMBER OF TERMS FOR FULL CREDIT -> _ 



DATA ENTRY NOTES: 

(a) Be careful about the difference between 0, (zero), and 
0, (letter 0), and between 1, (number 1), and 1, (lower 
case letter 1). Typists often use them interchangeab- 
ly. Xii£ £o.m&ul££ L&2.aLZR±z&s. Lh& HIL&L&RS.& and an 

error Hill result 11 JJifi incorrect iXOllifil ±3. 

(b) Use decimal numbers rather than fractions. For 
example, use .5 credits as opposed to 1/2 credits. 

(c) If a typing error is made, it can be corrected by 
pressing the back space key, (left arrow key), and 
retyping the information. 

(d) The beginning point of each line of entry is marked 
with a cursor, (the character that moves across the 
screen as each key is pressed). If no information is 
to be entered as shown with RECOGNITION CODE in the 
above example, simply press the RETURN key to bypass 
the entry. 

Enter the following practice data to become acquainted with 
the MICRO-VERS system. The data is entered directly into the 
course information screen as it is typed. After each line entry 
has been completed, press RETURN to move to the next line. 
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) 

ERIC 



! PLEASE INPUT COURSE INFORMATION ! 

PROGRAM NAME -> QENERAL_QEEICE_CLERK 
PROGRAM O.E. -> 14.0303 
COURSE NAME -> INTERRELATED COOP ED 

COURSE ID. -> C300 
RECOGNITION CODE -> _ 

CREDIT/CONTACT HRS PER TERM -> 1 

APPROVAL CODE -> i_ 
SPECIAL ORG. -> _ 
NUMBER OF TERMS FOR FULL CREDIT -> 2. 

When the 1 as t entry, (NUMBER OF TERMS ) , has been completed* 
pressing the RETURN key will display the following message: 

PRESS ! R ! TO RE-ENTER, PRESS T RTN ! TO 
ACCEPT OR ! ESC ! FOR LAST ENTRY 

A description of this message follows: 

EfiESS t R t TQ REzEHIEB 

If a mistake has been made in entering the data for the 
course, pressing. the letter R will remove the data from the 
screen and allow the correct information to be re-entered, 
EBESS ,. t RTN t TQ ACCEE1 

Pressing the RETURN, (RTN), key will cause the data to be 
accepted by the program and immediately return the screen as 
before ready for entering another program or course. 
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1ESC .E0ELLAS3LEHIBI 

Pressing the ESC key on the upper left side of the keyboard 
tells the micro-computer that this is the last entry to be *nade 
in the course file at this time. When the disk drive stops, the 
COURSE UPDATE ROUTINE menu of options will be returned to the 
screen. In summary, the ESC key files the last entry and returns 
to the "COURSE UPDATE ROUTINE" menu. 

Since data is being entered for practice, try each of the 
first two options to become familiar with their operation by 
beginning with the first one, PRESS f R ! TO RE-ENTER. After re- 
entering the data shown on page 24, select the second option 
PRESS l RTN ! TO ACCEPT. 

Since the name of the program and its O.E. code is the same, 
simply press the RETURN key at PROGRAM NAME ->. If the PROGRAM 
NAME and O.E. code were different, typing in the new data prior 
to pressing the RETURN key would automatically change this infor- 
mation. Now enter the following example: 
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! PLEASE INPUT COURSE INFORMATION ! 

PROGRAM NAME -> 2ENERAL OFFICE ChVTC^ 
PROGRAM O.E. -> 14.030? 
COURSE NAME -> CLEE1CAL_QEFJLCE_EEQC 

COURSE ID. -> B250 
RECOGNITION CODE -> 

CREDIT/CONTACT HRS PER TERM -> 1 

APPROVAL CODE -> i_ 
SPECIAL ORG. -> _ 
NUMBER OF TERMS FOR FULL CREDIT -> 2. 
Press 'RTN* to accept the entry above. 

Continue adding the courses on the example "turn-around 
document" included in this section beginning with Accounting I, 
B240. When finished, five programs and eighteen courses will 
have been entered. 

NOTE: Adult courses Beginning Drafting and Carpentry Appr. 
should be recorded as though they were programs consisting of a 
single course with the same name. 
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After entering the last page of data, (Carpentry Appr), 
select the third option 'ESC FOR LAST ENTRY. Pressing the ESC 
key will return you to the COURSE UPDATE ROUTINE menu: 



************************* 

* * 

* COURSE UPDATE ROUTINE * 

* * 
************************* 

1) ENTER NEW COURSES 

2) EDIT COURSE DATA 

3) LIST CURRENT COURSES 

4) CLOSE FILE AND EXIT 

PLEASE ENTER NUMBER AND PRESS ' RETURN ' 
COURSE FILE IS 2.6* FULL 

Notice that the course file indicator above shows the effect 
of adding the courses. The file has room for about 500 courses. 
Qption-2 — EDIT CQI3BSE DATA 

The second option EDIT COURSE DATA is used to edit course 
data that has been previously entered. This option is also used 
when a course should no longer appear in a program in the COURSE 
file. This option will be bypassed momentarily until Option 
Three has been examined. 
QELLi^n_l_^r_LISI_CUEEENI_CQIJESEa 

The "LIST CURRENT COUKSES" option will allow courses that 
have been previously entered in Option One to be displayed. 
Enter 3 and press the RETURN key. The screen will display the 
the course names, course ID numbers, and a list of the O.E. Code 
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numbers for the vocational programs. Note that the screen lists 
the courses and stops. Press the space bar to review other 
courses on the file. When the COURSE LIST has been examined, 
press the space bar to return to the COURSE UPDATE ROUTINE menu. 

Return to Option two, EDIT COURSE DATA and practice editing 
and deleting course data. Enter 2 and press the RETURN key. The 
following message will appear: 



! PLEASE INPUT COURSE INFORMATION ! 

COURSE NAME -> ? 

OR 

COURSE ID. -> 

Either the course name or the course ID number may be used 
to indicate the one to delete. Since errors are less likely to 
occur and the process is faster, it is suggested that the course 
ID number be used. Press the RETURN key once to skip by the 
course name. Fill in the line entry COURSE ID. as shown below: 

T PLEASE INPUT COURSE" INFORMATION T 

COURSE NAME -> 

OR 

COURSE ID. -> 

After entering the Course ID. number and pressing the RETURN 

key, the following message will appear: 

IS THIS CORRECT? TYPE 'R' TO RE-ENTER 
PRESS 'RETURN' IF CORRECT 
OR 

PRESS 'ESC FOR LAST ENTRY 
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Pressing the ESC key, located on the upper left hand side of 
the keyboard, tells the micro-computer this is the last course 
which is to be edited or deleted. Pressing the ESC key, or the 
RETURN key if more than one course is to be edited or deleted, 
results in the following message: 

EDITING COURSE B240 
COURSE NAME -> 7CCOUNTING I 

COURSE ID. -> B240 
RECOGNITION CODE -> 
CREDIT /CONTACT HRS PER TERM -> .5 
APPROVAL CODE -> 1 
SPECIAL ORG. -> 
NUMBER OF TERMS FOR FULL CREDIT -> 2 

Note that the information previously entered for course B240 
is shown on the screen. Assume that the course credit was orig- 
inally entered in error. It should have been (1) rather than 
(.5) credit. Press the RETURN key until the cursor reaches that 
line. Once the correction has been made, press the RETURN key 
until the following message appears: 

IS THIS CORRECT? Y/N 
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If the edited information is correct, press Y and RETURN. 
The following additional information will be presented: 



1: 14.0203 
2: 14.0303 

DELETE S ) ELECTED A)LL OR E)XIT? 

S - permits a course to be deleted from a selected program in 
which it appears. 

A - permits a course to be deleted from ail programs in which it 
appears. 

E - «xits the EDIT COURSE DATA Option. 

This screen indicates that the course B240 is found in two 
program areas: 14.0203 and 14.0303. Since all editing has been 
completed for this course, press E and RETURN to display the 
following message: 

SAVE THE CHANGES Y/N? 

To record the changes which have been made, press Y and 
RETURN. The following screen will appear: 

COURSE HAS BEEN UPDATED 
« PRESS SPACE BAR TO CONTINUE » 

Remove course B240 from the Data Processing program. After 
entering course number B240 and pressing RETURN you will once 
again be asked to verify the accuracy of this number. Press 
either the ESC or the RETURN keys for the following message: 
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EDITING COURSE B240 
COURSE NAME -> ?CCOUNTING I 

COURSE ID. -> B240 
RECOGNITION CODE -> 
CREDIT/CONTACT HRS PER TEEM -> 1 
APPROVAL CODE -> 1 
SPECIAL ORG. -> 
NUMBER OF TERMS FOR FULL CREDIT -> 2 

Use the RETURN key to move the cursor down the screen until 
the following message appears: 

IS THIS CORRECT? Y/N 

Press Y and RETURN and the following information is added to 
the screen: 



1: 14.0203 
2: 14.0303 

DELETE S ) ELECTED . A)LL OR E)XIT? 

Remember the following descriptors: 

S - permits a course to be deleted from a selected program in 
which it appears. 

A - permits a course to be deleted from all programs in which it 
appears . 

E - exits the EDIT COURSE DATA Option. 

Enter a S and RETURN as the next step in deleting Accounting 
I from the Computer Programming Program. Note that the message 
"WHICH PROGRAM? 1..2?" has been added to the screen. 
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1: 14.0203 
2: 14.0303 

DELETE S) ELECTED A)LL OR E)XIT? 
WHICH PROGRAM? 1..2 ? 

Since Computer Programming (14.0203) is program number 1 as 
listed on the screen, enter 1 and RETURN. The screen now indi- 
cates that Accounting I has been removed from the Computer Pro- 
gramming Program, 14.0203. The screen still indicates that the 
course is a part of 14.0303, General Office Clerk program. The 
next step is to enter an E followed by RETURN to exit the EDIT 
COURSE DATA Option. The following message is displayed: 

SAVE THE CHANGES? Y/N 

Entering a Y and RETURN will delete theco\irse from the pro- 
grants) indicated and the message, COURSE HAS BEEN UPDATED, 
displayed on the screen. If a mistake has been made, an N and 
RETURN may be entered which will not remove the course from the 
file. After the course has been deleted from the file, the COURSE 
UPDATE ROUTINE menu will be returned to the screen if ESC for 
last entry was entered. After the course has been deleted, 
Option Three, "LIST CURRENT COURSES", may be selected to verify 
the course has been removed. 
Qp.li.on. 4 — CLQSE-E1LE-AHDJEXII 

Each time work is begun with the DATA disk, a file is opened 
on the data disk much the same as opening a file cabinet drawer. 
The MICRO-VERS program automatically performs this procedure. 
Just as a file cabinet drawer must be closed when you have f in- 
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ished working with its contents, the micro-computer must close 
its files. The micro-computer is told to perform this operation 
through the "CLOSE FILE AND EXIT" menu option. 

*** NEVER TURN THE MICRO-OHMPUTER OFF WITHOUT USING *** 
*** THE "CLOSE FILES AND EXIT" MENU OPTION *** 

If the micro-computer is turned off prior to closing the 
file, ALL OF YOUR HARD WORE WILL BE LOST! 

Enter a 4 and press the RETURN key, the disk drive will 
momentarily turn on, the computer file will be closed and the 
Applesoft cursor, "]" will be returned to the upper left hand 
corner of the screen. Remove the DATA disk from the drive remem- 
bering to return it to the protective envelope after using the 
MICRO-VERS program. 
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The procedure for gathering information required for each 
student in the vocational program is somewhat complex and will 
vary depending on several factors such as school enrollment and 
the type of registration process used. Two methods for assem- 
bling the data will be presented here; however, it should be 
noted that the format may be altered by the local agency so that 
they may utilize existing procedures for compiling student infor- 
mat ion* 

In order to insure that the required data for each voca- 
tional student has been collected, a special form has been pre- 
pared which may be used, on an optional basis, by the local 
educational agency. This STUDENT RECORD FORM provides spaces to 
enter appropriate data for each student. In addition, each 
variable is in proper order for entry into the micro-computer. A 
sample STUDENT RECORD FORM may be found in Appendix A. 
METHOD 1: Type in the required information for all 

students enrolled in the local agency. 
This method has the advantages of entering the student informa- 
tion early and not having to check for duplicate entry of stu- 
dents. Entering student inf ormat ion for s tudents who may not be 
enrolled in a vocational course is a disadvantage of this method. 
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The computer will ignore these students; however, the data entry 
time may be of some concern. 

METHOD 2: Wait until after mid-term of the final 

term, (semester or quarter), of the 
school year and enter student information for students who appear 
on class lists for vocational courses* The advantage of this 
method is that only vocational students will be entered into the 
computer. However, class lists will have to be checked for 
duplications so that information will not be entered twice for 
the same student* 

The local educational agency could possibly devise a method 
based on local conditions which combine the advantages of each of 
the above methods while removing the disadvantages. 

A blank STUDENT RECORD FORM may be found in Appendix A. A 
form which has been completed with sample information has been 
included in this section. Each variable will be described in the 
order in which it is to be entered into the computer* Data entry 
procedures follow these descriptions. 

Variable Descriptions — Student Data 

Student Name -> Twenty spaces are allowed for entering 

the name of the student. It is a good 

practice to enter the naiDfi lix&l* 

IMPORTANT: When the last name is entered first, DO NOT enter a 
comma between the last and first name* This will cause an error. 
Use only a blank space between names* 

EXAMPLE: BOTTOMS TOM 
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Vocational Student Information Continued 

School ID # -> This variable is necessary for those 

vocational classes which are being oper- 
ated under a special organization such as a joint agreement and 
qualify for the Special Organization Funding Factor. This will 
be indicated on the "Turn-Around Document" by an X in the Spec. 
Org. box. A number in the range (01 - 99) is assigned to each 
participating school. When completing the STUDENT RECORD FORM 
for students from a participating school, this number is entered 
into this space. When completing the STUDENT RECORD FORM for a 
student from the home school, this space is left blank. 

EXAMPLE: Blank = Home Town High (See example, page 47) 

01 = Maple City High 

02 = Oak Cliff High 

etc. 

Student ID Number -> Up to 9 spaces are allowed for a student 

ID number. This number is assigned by 
the local educational agency. Letters are allowed as well as 
numerals. IF student ID numbers are not presently used in your 
agency, here are some suggestions in assigning ID numbers: (1) 
Imbed the graduation date into the ID number, (2) Be sure to 
allow for the maximum number of students anticipated when choos- 
ing the number of digits for the ID number. 
EXAMPLE: 55048 (See example, page 47) 

Sex -> M = Male, F = Female 
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Vocational Student Information Continued 

Grade Level -> 09 = Ninth Grade 

10 = Tenth Grade 

11 = Eleventh Grade 

12 = Twelfth Grade 
30 = Adult 

Ethnic/Racial 1 = Alaskan Native/American Indian 

Background -> 2 = Asian/Pacific Islander 

3 = Black, not Hispanic 

4 = Hispanic 

5 = White 

Definitions of each of the above ethnic/racial categories may be 
found in Appendix B, Glossary of Terms. 



Over Age/ A student who has been enrolled in high 

Under Achiever -> 

school for more than two school years 
and does not carry an eleventh grade status may be classified as 
an over aged/under achiever. If such students are classified as 
disadvantaged and/or handicapped and are provided a service, they 
are eligible to be be claimed in training lev^l courses. For 
students who qualify, a (Y) is entered into this space. The 
space is left blank for all others. 

EXAMPLE: Blank = Performing at grade level (See example, page 51) 
Y = Over-age/Under-achiever 

Handicapping A 3 digit code is used for specifying 

Condition -> 

the condition or type of handicap a 
student possesses. Each student who is identified as handicapped 
will have one of the eleven three digit codes listed in the CODES 
FOR COMPLETING THE STUDENT RECORD FORM, (See reverse side of the 
STUDENT RECORD FORM, Appendix A). Assign and enter this code 
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Vocational Student Information Continued 

into tho computer. These spaces are left blank for those stu- 
dents who have not been identified as handicapped. 
EXAMPLE; H03 = Deaf (See example, page 47) 

Service Code -> A 2 digit service code describing spec- 

ial services the agency provides to the 
handicapped student must be selected and entered into the compu- 
ter. A list of the Service Codes may also be found in Appendix 
A. It is very important that the service code selected be a ppro- 
priate for the handicapping condition of the student. 

EXAMPLE: 03 = Interpreter for the deaf student 

(See example, page 47) 

Disadvantage A 3 digit code is used to specify the 

Condition > 

condition or type of disadvantagement 

which the student possesses. Each student who is identified as 

l 

disadvantaged will have one of the six 3 digit codes listed in 
Appendix A. Assign and enter this code into the computer. If a 
sUdent ie identified in more than one disadvantaged condition, 
the agency should select one condition to enter here. A student 
may n&± be identified as both disadvantaged and having limited 
English proficiency, (L.E.P.). Such students should be claimed, 
in all as L.E.P. These spaces are left blank for those 

students who are not being identified as disadvantaged. 
EXAMPLE: D05 = Economically Disadvantaged (see example, page 48) 
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Vocational Student Information Continued 

Service Code -> A service code describing special serv- 

ices the agency provides to the disad- 
vantaged student must be selected from the list in Appendix A and 
entered into the computer. It is very important that the service 
code selected be appropriate for the disadvantage condition of 
the student. 

EXAMPLE: . 15 = Special Testing (see example, page 48) 

Program Completer -> A grade twelve student in a level 1 

course who has finished a planned 
sequence of courses designed to meet an occupational objective 
that teaches entry-level j ob skills. This information is used in 
the VEDS portion of the report. 

Rules_.and-Sugg£s t i on^iaL-CflmBig.ting, a-Siiid&nj^&a^dJEaiim 

Fill out a STUDENT RECORD FORM for each student enrolled in 
an approved vocational course. If following METHOD 1 as des- 
cribed on page 36, this form should be completed for each student 
enrolled in the local agency. 
Bltl£ 

(a) You may use up to the maximum number of spaces provided 
for each variable — but no more. 

(b) Abbreviate where necessary when student names are long- 
er than the spaces provided. DO NOT separate the last 
name and first name with a comma. 
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Rules and Suggestions Continued 

(c) Left justify data in the spaces provided. If the 
information to be entered has fewer characters than 
spaces provided, leave blank spaces in the right-hand 
portion of the space provided. For example: 



STUDENT I.D. # -> j 8j' 5_ j j_ j £ j J_| | { { ) 

When entering alphabetic data such as a student's name, 
blank spaces may be entered to separate names and will 
be treated as blank spaces by the computer. When 
entering numeric data such as the ID number, blank 
spaces to the right of the number will be ignored. 

(d) Be careful about the difference between 0, (zero), and 
O, (letter O) , and between 1, (number 1), and 1, (lower 
case letter 1). Typists often use them interchangeab- 
ly. ±JtL£ ££0)&Ul££ ££££gn±Z££ lh£ sLL£i£££Il££ and £11 

error mill result ii ili£ incorrect sjankfli is. used. 

Computer users often use the following symbols when 
completing data input forms for entering information to 
avoid confusion on the part of the typist. 

0 = ZERO 

0 = LETTER O 
Z = NUMBER 2 
•£ = LETTER Z 

\ = NUMBER 1 

1 = LETTER I 



(e) Use decimal numbers rather than fractions. For 
example, use .5 credits as opposed to 1/2 credits. 



Data Entry Procedures — Student Data 



To enter student information, place the MICRO-VERS PROGRAM 
disk into the disk drive and either turn the micro-computer on 
using the switch located on the back left side of the micro- 
computer, or type the command PR#6 followed by pressing the 
RETURN key. The MICRO-VERS DATA MANAGER menu will be displayed 
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on the screen: 



* * 

* WELCOME TO MICRO- VERS DATA MANAGER * 

* * 



1) UPDATE COURSE FILE 

2) UPDATE STUDENT FILE 

3) UPDATE COMPLETERS 

4) INITIALIZE NEW DATA DISK 
PLEASE ENTER NUMBER AND PRESS 'RETURN' 

To enter the student data into the MICRO-VERS program, enter 
number 2 and press RETURN. The micro-computer will display the 
message : 

PLEASE INSERT PROPER DISK INTO DRIVE ONE. 
<< PRESS SPACE BAR TO CONTINUE » 

Bgrnove the , ERQGRAM_dls.k from the disk drive, replacing the 
disk in its protective envelope, and insert the DATA. diiK. The 
same data disk is used to store both the Course data and the 
Student data. Close the disk drive door and press the space bar. 
After pressing the space bar to continue, the disk drive will 
access for a brief period of time and the following menu of 
options appears: 



ERIC 
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******************************* 

* * 

* STUDENT FILE EDIT ROUTINE * 

* * 
******* D[SK Ig 1>3% FULL ****««* 

1) ADD STUDENTS TO FILE 

2) DELETE STUDENTS FROM FILE 

3) ENTER CLASS LIST 

4) EDIT STUDENTS ENTRIES 

5) ENTER VARIABLE CONTACT HOURS 

6) ENTER COOP. CLASSES 

7) ENTER SPECIAL ED. COOP(18 . 9906 ) 

8) CLOSE FILE AND EXIT 

PLEASE ENTER NUMBER AND PRESS 'RETURN' 

The STUDENT FILE EDIT ROUTINE menu contains eight options as 
well as an indicator to let you know how full the data disk is. 
Q&ii£n_l_zr_ADDIHG_£TI2DENT£ 

Option number one, "ADD STUDENTS TO FILE", is used to input 
the student information. After entering 1 and pressing RETURN, 
the following screen will appear: 

STUDENT NAME -> ? 

SCHOOL ID. NUMBER -> 

STUDENT ID. NUMBER -> 

SEX -> _ GRADE LEVEL -> 

ETHNIC/RACE -> 
OVER-AGE /UNDER-ACH I EVER -> 

HAND. COND. -> SERVICE -> 

DISADV. COND. -> SERVICE -> 

The following practice data will help acquaint the user with 
entering student information using the MICRO-VERS software pack- 
age. Input the following data onto the student information 
screen: 
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STUDENT NAME -> SM1TH_jLLM. 



SCHOOL ID. NUMBER -> 



STUDENT ID. NUMBER 



> 



SEX -> M 



GRADE LEVEL 



> 12. 



ETHNIC/RACE 



> 5. 



OVER -AGE/UNDER -ACHI EVER -> _ 

HAND. COND. -> SERVICE -> 

DISADV. COND. -> SERVICE -> 

After each line entry has been completed, press RETURN to 
move to the next line. The beginning point of each line of entry 
is marked with the ? cursor as with the course update routine. 

HQTEi If no data is to be entered for a specific line entry as 
in the option above, simply press the RETURN key to move to the 
next line entry. If a typing error is made, it can be corrected 
by using the back space key, (left arrow key), to back up to the 
incorrect information and retyping. 

When the last entry is completed, pressing the RETURN key 
will display the following messages 



ERESS 'R' TO REdEHlER 

If a mistake has been made in entering the data, pressing 
the letter R will remove the data from the screen and allow for 
the re-entry of the correct data. 



PRESS 'R' TO RE-ENTER. PRESS 'RETURN 1 TO 
ACCEPT OR PRESS 'ESC FOR LAST ENTRY 



ERIC 
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EBESS !RElIIBHlJra_ACgEEl 

Pressing the RETURN key will cause the data to be accepted 
by the program and return the screen for entering additional 
student data. 

Since practice data is being entered at this time, try the 
first two options to become familiar With their operation. Begin 
with the first one, PRESS 'R' TO RE-ENTER. After re-entering the 
data from page 45 again, select Option two, PRESS 'RETURN 1 TO 
ACCEPT. 

After entering the first student data, enter the following 
information into the file: 

STUDENT NAME -> EETJEBMAN_ilM 

SCHOOL ID. NUMBER -> 

STUDENT ID. NUMBER -> 55019 

SEX -> M GRADE LEVEL -> 11 

ETHNIC /RACE -> £ 
OVER -AGE / UNDER -ACH I EVER ~> X 

HAND. COND. -> SERVICE -> 

DISADV. COND. -> SERVICE -> 

Press RETURN to enter these data. 

Continue to enter the student data from the example STUDENT 
RECORD FORMs included on the next few pages. 



ERIC 
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STUDENT 
NAME 



-> lP_l__lLli_l^l!!ilr > _l__|T|P_|^|__|__|_| 



I I I I I I 
I I I I I i 



SCHOOL ID. NUMBER -> ! J. \ - \ 



STUDENT LD.# -> | - | - | v | 



SEX -> | M | 
I'll 



GRADE LEVEL -> 



ETHNIC/RACE -> 



8 



2.1 



OVER -AGE / UNDER -ACH I EVER -> | | 



HANDICAPPING CONDITION -> I U I ^ I 2 I SERVICE CODE -> I A I , | 

\LL\lL\L\ 



DISADVANTAGE CONDITION -> 



I I I I SERVICE CODE -> I | | 
I — I — I — I 
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VOCATIONAL EDUCATION STUDENT RECORD FORM 



STUDENT I p I a I , I , I 
NAME -> iJLllLI L I L I -> 



1 1_ I £L I ±. I h. I I __ I ^_ I il I ^ I ^_ I ^ I _ I „ I „ I __ I I __ | I __ I __ I 



SCHOOL ID. NUMBER -> | | | 



STUDENT I.D.# -> I ~ | - | ^ | - 

lrLl?j£l 1 



SEX -> |r | 
iLl 



GRADE LEVEL -> 



ETHNIC/ RACE -> 



OVER -AGE/UNDER -ACHI EVER -> | | 



HANDICAPPING CONDITION -> 



I I I I SERVICE CODE -> I I I 
I — I — 1 — 1 l_l__l 



DISADVANTAGE CONDITION -> 



j n I /j< I r I SERVICE CODE -> j / j 5 j 
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STUDENT 
NAME 



->- ikiiiia.i^iLiLi£.i/ii£_i__i±iLiLi^.ijLi_-i. 



i i i i 



SCHOOL ID. NUMBER -> I | | 



STUDENT 



SEX -> | .« | GRADE LEVEL -> 



ETHNIC/RACE -> 



8 



OVER-AGE /UNDER-ACH I EVER -> | | 

l_l 



HANDICAPPING CONDITION -> III 



I SERVICE CODE -> I I I 
I 



DISADVANTAGE CONDITION -> 



I I | SERVICE CODE -> I I I 

.1—1—1 l_l_! 
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STUDENT lyl/^l/l/l/jl/i/l/jlc/ 1 I^'/I/tIa/ 1 

name -> \n.\£^\L.\k.\JL\J^\iL\j.\^\t.\L.\L.\iL\. 



U 1/ 1/ UU/l/l!,/l 



I I I I I I I 
l_l_l__l_l__l__l 



SCHOOL ID. NUMBER -> I I I 

l__l_l 



STUDENT I .D. # -> | c | r | , | v 



SEX-> j^j 



GRADE LEVEL -> 



ETHNIC/RACE -> 



I I I I 



4\ 



OVER -AGE / UNDER -ACH I EVER -> I | 

l_l 



HANDICAPPING CONDITION -> 



I I I I SERVICE CODE -> I I I 
l_l__l_l l_l__l 



DISADVANTAGE CONDITION -> 



I I I A I , I SERVICE CODE -> I 7 I V I 
li.lfLl.Ll 
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VOCATIONAL EDUCATION STUDENT RECORD FORM 



STUDENT |(| \ 0 \ t\ 1 a 1 f 

name -> isLi£.i!LiILilLi£L 


1 i 


1 1 1 , 1 1 1 


SCHOOL ID. NUMBER -> T| 

li^LlJLl 






STUDENT I.D.# -> | c \ c 

|5 |5 




i i i 

|T| | | | 


SEX -> GRADE LEVEL 


-> 


iiiZi 


ETHNIC/RACE 


-> 





OVER -AGE / UNDER -ACH I EVER -> | Vl 

IJ_I 

HANDICAPPING CONDITION -> I 77 1 77 1 T I SERVICE CODE -> |7JlTl 

iii.ir.i_Li i *_iZ_i 



DISADVANTAGE CONDITION -> I I I I SERVICE CODE -> I I I 

I — I — I — I 
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STUDENT l/VI 1 /) 1 /) 1 /?'^' Ihl/J IWl I I I I I I 

NAME -> ILil^_l^_lO_lLl__lillG_l/LL..J__.l__l__l__l„l 



I I I I I 
I I 1 I I I 



SCHOOL ID. NUMBER -> I | | 



STUDENT I.D.# -> I c I i= I i I 



SEX -> 1^ | GRADE LEVEL -> 



ETHNIC/RACE -> 



OVER -AGE/UNDER -ACHIEVER -> | | 



HANDICAPPING CONDITION -> I I I I SERVICE CODE -> I 



I ! 

.1 — 1 



DISADVANTAGE CONDITION -> I I I I SERVICE CODE -> I I I 

I — I — I — I I I I 
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STUDENT 
NAME -> 



i^iLiiiif_iLiLiZiP_i^i„iblia_i/ii£LiLi. 



i i i i 



SCHOOL ID. NUMBER -> I I I 

! — ! — I 



STUDENT I.D.# -> I tr I I I 3 I 



SEX -> | F | 

1L1 



GRADE LEVEL -> | 



ETHNIC/RACE -> | 



I I I 



1\ 



OVER-AGE / UNDER -ACH I EVER -> | | 

l__l 



HANDICAPPING CONDITION -> I I I I SERVICE CODE -> | 



I I 



DISADVANTAGE CONDITION -> j I I I SERVICE CODE -> | 



I I I I 



l_. 



I I 
_l__l 
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VOCATIONAL EDUCATION STUDENT RECORD FORM 



EE'S lllw|±|r|jilJo|!|/i|E|jjjj_ U _ 



I I I I 
I — I I I 



SCHOOL ID. NUMBER -> | | | 



STUDENT I.D.# -> | c |_ \j | 



ilili^ii. 



SEX -> | r I 
\L\ 



GRADE LEVEL -> 



ETHNIC/RACE -> 



i i i i 



Li 



OVER-AGE / UNDER -ACH I EVER -> | | 



HANDICAPPING CONDITION -> I I I I SERVICE CODE -> I I I 

l-l-l-l 



DISADVANTAGE CONDITION -> I I I I SERVICE CODE -> | 



l — l — l 



I. 



I I 
.1 — 1 
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1ESC1_EQE_LAST_ENTEI 



When the last student has been entered, select the third op- 
tion, PRESS 'ESC FOR LAST ENTRY. Pressing the ESC key tells the 
micro-computer that this is the last entry to be made in the 
student file at this time. The STUDENT FILE EDIT ROUTINE menu of 
options will be returned to the screen. 

NOTE: Should you press RETURN by mistake after the last 
student has been entered rather than ESC, the student data 
entry screen will return ready to receive another student as 
before. To record the data and exit the routine, press ESC 
in response to the first variable, STUDENT NAME. This will 
bypass the data entry and the routine may be exited in the 
normal manner. 

IZ&ing_Multiple Dnta Disks 

Multiple data disks will not be necessary for this practice 

session. However, if more than 500 students are enrolled in the 

vocational program, more than one DATA disk will be required. 



IMPORTANT NOTES: 

(a) There is an indicator, "DISK IS 56 FULL", which appears 
on the STUDENT FILE EDIT ROUTINE menu. As student data 
is entered, periodically check the indicator. When the 
DATA disk nears 10035 full, (about 95 percen't), follow 
the nine steps below. This allows for the entry of ad- 
ditional students at a later time. 

(b) Clearly label each disk in the order in which they have 
been initialized, i.e DATA DISK #1 — STUDENTS A-F, 
DATA DISK #2 — STUDENTS G-M, etc. 

(c) It is suggested that districts with substantial adult 
enrollment prepare a separate data disk for these 
students to aid efficiency in compilation. 

1. Select menu option 8, "CLOSE FILE AND EXIT". 

2. When the n ] n cursor returns, remove the DATA diskette 
from the disk drive. 
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3. Insert the MICRO-VERS PROGRAM disk into the disk drive, 
close the drive door and enter PR#8. 

4. The MICRO-VERS DATA MANAGER menu will soon appear on 
the screen. 

5. Select Option Four, (see page 13), "INITIALIZE NEW DATA 
DISK". When the following message appears, 



IS THERE A COURSE FILE TO TRANSFER? Y/N 

Press the T key and then the RETURN key. 
6. The following message will now appear on the screen: 



PLEASE INSERT DISK WITH COURSE FILE 
« PRESS SPACE BAR TO CONTINUE >> 



The disk with the course file is the snJLgJLnfil DATA disk 
which became full. Insert it into the disk drive and 
press the space bar. The following message will soon 
appear : 



PLEASE . INSERT THE NEW INITIALIZED DISK 
« PRESS SPACE BAR TO CONTINUE >> 



7. Insert the newly initialized disk and press the space 
bar. The disk drive will whir and this message will 
reappear : 



PLEASE INSERT DISK WITH COURSE FILE 
« PRESS SPACE BAR TO CONTINUE >> 



8. Once more, insert the or igip al DATA disk and press the 
space bar. The following message will appear: 



PLEASE INSERT NEW INITIALIZED DISK 
« PRESS SPACE BAR TO CONTINUE >> 
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9. As before, insert the newly initialized disk and press 
the space bar. The disk drive will whir and the 
message : 



PLEASE INSERT MICRO-VERS PROGRAM DISK INTO DRIVE ONE 
<< PRESS SPACE BAR TO CONTINUE » 



will appear. Insert the MICRO-VERS PROGRAM disk and 
press the space bar. When the disk drive stops, the 
second data disk is ready for adding students to the 
file. To continue, return to the UPDATE STUDENT FILE 
Routine and insert the second data disk when the fol- 
lowing message appears: 



PLEASE INSERT THE CORRECT DATA DISK INTO 
DRIVE ONE. 

«PRESS SPACE BAR TO CONTINUED 



NOTE: If multiple DATA disks are being used and it becomes 
necessary to add an additional course(s) to the course file, they 
MDSI be entered onto EACH of the DATA disks using the UPDATE 
COURSE FILE option. Label the data disks, DATA DISK 1, 2, 3 etc. 
to aid in locating the proper disk. 



The second option, "DELETE STUDENTS FROM FILE", is used to 
delete student data that has been previously entered. When a 
student is no longer enrolled in a vocational program this option 
is used to delete the student's information from the student 
file. Enter a 2 and press the RETURN key. The screen will 
display the following message: 




!EHIS_EBQM_EILE 



PLEASE INPUT STUDENT IDENTIFICATION 



STUDENT ID. 



-> ? 
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Type in the student ID. number as shown below. 



! PLEASE INPUT STUDENT IDENT H i CAT I ON ! 
STUDENT ID. -> 550H 

The following options will now be displayed: 
EBESS 'R' TQ REzEEHER 

If a mistake has been made in entering the data, in this 
case the student ID number, pressing the letter R will remove the 
data from the screen and allow for the re-entry of the correct 
data. 

ERESS_LRETDEiiJ_lE_CQREECT 

Pressing the RETURN key will cause the data to be accepted 
by the program and return the screen ready for further deletion 
of student data records. 
1E£CJ_EQB_LA£X_ENIEX 

Pressing the ESC key on the upper left hand side of the key- 
board tells the micro-computer that this is the last deletion to 
be made in the student file. The STUDENT FILE EDIT ROUTINE menu 
will be returned to the screen. 

Since this is only student to be deleted from the sample 
data, press ESC. 
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If an attempt is made to enter a student number that is not 
contained in the the student file, the following message will 
appear : 

STUDENT NOT FOUND 

« PRESS SPACE BAR TO CONTINUE » 

Press the space bar to return to the STUDENT FILE EDIT 
ROUTINE menu. When all student data has been entered, use Option 
- 8 , — CLOSE— ELLLE S_AND_EX.LT_b_e_f_o_r_e— t u r n-i n g— t h e-c omp u t e r— o f fv 
Remember, never turn off the micro-computer without using the 
CLOSE FILES AND EXIT menu option. 
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When STUDENT RECORD FORMs have been completed for each stu- 
dent and course enrollment at mid-term of the semester or quarter 
has been verified, course enrollment data may be entered into the 
computer . 

Cou r s e eifro tlmen t— A n lorjnajt ion may be taken off class lists 
for each of the approved vocat i onal. coursTsT LlTFe3~TfeTow- is—a — 
description of each variable to be entered into the computer. An 
example class list is included at the end of this section. 

Variable Descriptions — Class Data . 

Course Number -> This number is entered prior to the list 

of student names from the class list. 
This locally assigned course number is used by the computer to 
match courses with vocational programs. 
EXAMPLE: B100 (See Example, page 66) 

Student ID Number -> This is the ID number that has been 

assigned to each student. The ID number 
is used by the computer to locate the student in the disk file 
and place the enrollment information into the student's record* 
EXAMPLE: 55022 (See example, page 66) 
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Vocational Enrollment Information Continued 

Coop. Training When entering course enrollment informa- 

Station O.E* 

Code Number -> tion for Cooperative Education Courses, 

O.E. Code Number corresponding to the 
training station occupat ion must be entered for each student. 
EXAMPLE: 14.0203 = Student employed in data processing 

Adult Variable in adult courses where students are 

Contact Hours -> 

enrolled in portions of the total course 
or in cases where attendance for the entire course is not re- 
quired for successful completion, the teacher must keep accurate 
records regarding the amount of time spent in the class. These 
contact hours will vary among the students enrolled and must be 
entered at this time. 

EXAMPLE: 71 = Seventy-one contact hours in class 

Data Entry Procedures — Class Enrollment Data 
Class enrollment information is entered from the STUDENT 
FILE EDIT ROUTINE menu. If that menu is not on the screen, close 
the data file if using the COURSE UPDATE ROUTINE and place the 
MICRO-VERS PROGRAM disk into the disk drive and either turn the 
micro-computer on using the switch located on the back left side 
of the micro-computer, or, if the computer is presently on, type 
the command PR#6 followed by pressing the RETURN key. 
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The MICRO-VERS DATA MANAGER menu will be displayed on ThT^screenT 
Select Option Two, UPDATE STUDENT FILE and press RETURN. After 
inserting the data disk as instructed, the STUDENT FILE EDIT 
ROUTINE is displayed on the screen: 



******************************* 



* STUDENT FILE EDIT ROUTINE * 



*******DISK IS 2.295 FULL******* 

1) ADD STUDENTS TO FILE 

2) DELETE STUDENTS FROM FILE 

3) ENTER CLASS LIST 

4) EDIT STUDENT ENTRIES 

5) ENTER VARIABLE CONTACT HOURS 

6) ENTER COOP. CLASSES 

7) ENTER SPECIAL ED. COOP( 18 . 9906 ) 

8) CLOSE FILE AND EXIT 

PLEASE ENTER NUMBER AND PRESS 'RETURN' 



QE>ii£n_l_ rz_EUTER_CLASS_Liai 

To enter the enrollment data into the MICRO-VERS program, 
enter number Three and press RETURN. The micro-computer will 
display the message: 



Enter the following Course ID. Number and press RETURN to 
illustrate this procedure. 



* 



ENTER CLASS LIST 



COURSE ID. -> ? 



COURSE ID. B_26_fi 
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As the computer can search for an Course ID number much 
faster than a course name, ID numbers are entered. After entering 
the COURSE NUMBER and RETURN, the m icro-computer verifies that 
the course number is contained in the course file. If the course 
number has not been previously entered into the course file, or 
if the number is incorrectly typed, the micro-computer will 
immediately respond: 

COURSE (NUMBER) NOT FOUND 
<< PRESS SPACE BAR TO CONTINUE >> 

If the Course ID number is correct, the following will 
appear: 

COURSE ID -> B260 

9 



PRESS ESC TO EXIT, ENTER T < T TO BACK UP 



ERLC 
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Enter the following students into the class list. After 
each student ID. number is entered, press RETURN . NoTtel Press 
RETURN after the last entry tfilfiLfi pressing the ESC key. 

COURSE ID -> B260 
5£M£ MIS 



PRESS ESC TO EXIT, ENTER 1 < 1 TO BACK UP 

NQIEx If a mistake has been made while entering the 
student ID numbers, hold down the shift key while 
pressing the comma key, (upper case comma = <), to back 
up one ID number at a time. 

When all student ID numbers have been entered, press the ESC key 
to indicate the list is finished. The STUDENT FILE EDIT ROUTINE 
menu will be returned. The enrollment data for each vocat ional 
class is entered in the above manner with the exception of co- 
operative education classes. The entry of coop, classes is dis- 
cussed later under Option Six. 

If a single class should happen to have a larger enrollment 
than is allowed for on the screen, (36 students), type ! ESC ! 
after the thirty-sixth student has been entered and then access 
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Op t ion Three again from the STUDENT FILE EDIT ROUTINE and type in 
the same course number. This will allow for an additional 
thirty-six students to be entered. For further data entry 
prac t ice: 

Enter student 55106 into the Carpentry Apprentice class, 
A400. 

Enter student 55024 into the Clerical Office Proc class, 
B250. ' 

Enter the students in Or i en tat ion to Bus in.es s Occupat ions, 
B100 from the example class list shown on page 66. 

This concludes the class list data entry. Press ESC to 

return to the STUDENT EDIT FILE ROUTINE. Cooperative education 

students will be entered under Option Six. 

Option number four, "EDIT STUDENTS ENTRIES", allows student 
information which was previously entered to be viewed and edited. 
The . inf ormat ion is viewed in two parts: 

1. The information entered in Option One: "Adding Students to 
File" 

2. The class information entered from the class lists (Option 
Three). A list of classes the student has taken to the 
present point in the school year may be viewed. 

As the inf ormat ion is v iewed, an oppcr tun I ty to make changes 

in it will be provided. Enter a 4 and press RETURN. The 

following screen will appear: 



! PLEASE INPUT STUDENT IDENTIFICATION ! 

STUDENT ID. -> ? 
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Mayberry Community District #100 

Course Name: Orientation to Bus Occup 

Course ID : B100 

Semester : Fall, 1982 

Room : 222 

Period : 2 

Instructor : Elliott Turner 



1. 
2. 
3. 
4. 
5. 



Bottoms, Tom 
Falls, Sharon 
Jordan, Joann 
Peterman, Jim 
Singleton, Janet 



Class List 
ID_Nmnfe£jL Gr&d.£_L£X£l 



55048 
55022 
55024 
55019 
55038 



9 

11 
10 
12 
9 
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In order to edit a student's file, the student's ID. number 
is typed into the micro-computer. After pressing the RETURN 
key, changes may be made to the student's file. If the student's 
ID. number has not previously been entered, or if you have incor- 
rectly typed the number, the following message will appear. For 
example, enter ID Number 55000 and press BSC. 

STUDENT 550 0 0 NOT FOUND 
«PRESS SPACE BAR TO CONTINUE » 

Pressing the space bar returns you to the STUDENT FILE EDIT 
ROUTINE menu. If the student's ID. number is contained in the 
STUDENT FILE, the file will appear on the screen. To change the 
student information, simply type in the new information rich! 
over, the incorrect entry and press R*".' ^N. If you do not wish to 
change a line entry, pressing RETURN will automatically advance 
to the next line. Try editing ? ..udent ID number 55020 in the 
following manner: 



! PLEASE INPUT STUDEfc ? T O.LNT I F ICAT I ON ! 

STUDENT ID. -> 55020 

When the RETURN key is typed, the usual message "or RE- 
ENTER, ACCEPT or LAST ENTRY is given. Type ESC to this revest. 
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The following will appear on che screen. Note that the ? 
cursor hides the first letter of the student's name. In addi- 
tion, note that a new variable, PROGRAM COMPLETER, has appeared 
on the bottom of the screen. The use of this variable will be 
described in Part VII. 

STUDENT NAME -> 1M1IH_JME 

SCHOOL ID. NUMBER -> 

STUDENT ID. NUMBER -> LL£l1Q 

SEX -> E GRADE LEVEL -> 11 

ETHNIC/RACE -> 2 
OVER -AGE/UNDER -ACHI EVER -> _ 

HAND. COND. -> SERVICE -> 

DISADV. COND. -> SERVICE 

PROG. COMPLETER -> _ 

Change this student's grade level from 11 to 12. 

Note: Did you notice that you were not given the opportunity to 
change the student's ID. number in this option? The student ID. 
number is essential to the proper operation of the MICRO-VERS 
DATA MANAGER. Therefore, it must not be altered. To change a 
student's ID. number: 

1. Delete the student using option two, DELETE STUDENTS 
FROM FILE. 

2. Add fill ol S.Q.LL&S1 daifi on the student using option 
one, ADD STUDENTS TO FILE. 
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After the student's grade level has been changed from 11 to 
12 and the RETURN pressed repeatedly until the Program Completer 
entry has been passed, the message: 

IS THIS CORRECT? Y/N 
will appear at the bottom left of the screen. Press the Y key 
and then RETURN* Listed on the screen will be all the classes 
the student has taken this year: 

1: COURSES 

2: PROGRAMMING I 

A)DD, D)ELETE OR E)XIT 

The following descriptors apply: 

A)dd - permits you to add courses to the student's list one at 
a time. 

D) elete - permits you to delete courses from the student's list 

one at a time. 

E) xit - returns you to the STUDENT FILE EDIT ROUTINE 

Since the course list for this student is not to be altered, 
enter E followed by RETURN. The SAVE THE CHANGES Y/N message 
will appear on the screen before making the final alteration to 
the student file. Since a chanje has been made in Jane Smith's 
file, enter Y to make the change and return to the STUDENT FILE 
EDIT ROUTINE. 

If a class list is being entered for an adult class that has 
variable contact hours, Option Five, "ENTER VARIABLE CONTACT 
HOURS", will be used. When Option Five, "ENTER VARIABLE CONTACT 
HOURS" is selected, the following screen will appear: 
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ENTER VARIABLE CQillACI HQUES 

COURSE ID. NUMBER -> ? 

STUDENT ID. HOURS 



PRESS 1 < 1 TO BACK UP ONE ENTRY 
PRESS 1 ESC 1 WHEN LIST IS FINISHED 

Begin by entering the COURSE ID. NUMBER and press RETURN. 
The cursor will move to the first student ID. line entry. After 
filling in the student's ID number, press RETURN and the cursor 
will move to the HOURS entry. Enter the variable contact hours 
and press RETURN. The cursor will automatically advance to the 
next line entry. When all entries have been completed, use the 
ESC key. When the disk drive turns off, the STUDENT FILE EDIT 
ROUTINE menu will return. 

Beginning Drafting was previously entered as a variable 
contact hour course. Type in A300 in response to the course ID 
number. Press RETURN. Enter student ID number 55105. Teacher 
records indicate that this student attended class for 71 contact 
hours. Enter this amount in the HOURS column. This is the only 
student to enter at this time. Type ESC to return to the menu. 
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If more than fifteen entries for variable contact hours are 
to be made, simply select Option Five, "ENTER VARIABLE CONTACT 
HOURS", again and continue to enter the data until all entries 
are completed. 



Since it is required that students enrolled in cooperative 

edu cation classes be identified with an O.E. c ode number for 

their t r a i ni ng_ s t a t i on, Option Six is used to enter class lists 

for Coop, cl asses. 

IMPORTANT NOTE: This option will only accept six-digit O.E. 
Codes that have previously been entered into the course data 
file from the turn-around document. Prior to entering the 
coop, class list, determine if any of the students' training 
station job O.E. Codes do not exist on the course data file. 

If there are training station O.E. Codes that do not match 
existing O.E. Codes on the course data file, load the MICRO- 
VERS Program disk and select Option one, UPDATE COURSE FILE 
ROUTINE. From this routine, select Option one, ENTER NEW 
COURSES. 

Enter the program name that corresponds with the O.E. Code 
of the training station. Enter the O.E. Code number for the 
training station. When entering the course name, use the 
same name as entered for the program. The remaining infor- 
mation on the screen may be bypassed by pressing the RETURN 
key and exiting in the normal manner. 

Cooperative education students with the added O.E. Codes 
will now be accepted into the file. If in error additional 
O.E. Codes have been omitted, an error message, UNKNOWN O.E. 
CODE, will appear on the screen when the class list is 
loaded. In order for these students to be accepted by the 
system follow the directions in the preceding paragraph. 
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When Option Six, "ENTER COOP. CLASSES" is selected, the fol- 
lowing screen will appear: 

INPUT COOP. STUDENTS 
ID. NUM. O.E. CODE CREDIT # TERMS SO 



PRESS f ESC f TO EXIT, ENTER 1 < 1 TO BACK UP 

Begin by entering the student's ID. number, press RETURN and 
the cursor will move to the O.E. CODE entry. Ent^r the O.E. CODE 
of the job assignment and press RETURN. The cursor will move to 
the CREDIT entry. Enter the credit for the term. Press RETURN 
and the cursor will move to the #TERMS entry. Enter the number 
of terms student can take this class in one year. Press RETURN 
and the cursor will move to the SO entry. Enter a Y if the 
course is approved for Special Organization funding otherwise 
leave the space blank. Press RETURN and the cursor will move to 
the left side roady to enter the next student f s ID. number. 
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Enter the following student data: 



ID. NUMBER 



O.E. CODE 



CREDIT # TERMS SO 



55022 
55019 
55020 
55018 
55024 



14.0203 
17.1001 
14.0303 
14.0203 
14.0203 



2 
2 
2 
2 
2 



When all of the student data for the Coop, classes has been 
entered from the class lists, move the cursor to the next line as 
if ready to enter another student and press ESC. When the disk 
drive turns off, The STUDENT FILE EDIT ROUTINE menu will be 
returned to the screen. 

If more than fourteen entries for cooperative education 
classes are to be made, simply select option Six, "ENTER COOP. 
CLASSES" again and continue to enter the data until all entries 
are completed. Pressing the ESC key will load the class list. 
When the disk drive turns off, you will be returned to the 
STUDENT FILE EDIT ROUTINE menu. 

QPtjor;. l_^_Em:EE_SEECJLAL_ED J ._CQQE_lii Jl ^MfiJL 

This option is flnly. applicable if a separate cooperative 
education class (18.9906) is provided for handicapped students. 
Please refer to Op Hon Six ENTER COOP CLASSES for spec if ic dir- 
ections in entering class lists. The directions ^nd precautions 
are the same for both Options Six and Seven. 
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Option Eight is the normal way to exit from the MICRO-VERS 
system after completing work at the end of z data entry session. 
The screen will clear itself and the Applesoft cursor, "]", will 
be located in the upper left hand corner of the screen. 

******caution****** 

*** NEVER TURN THE MICRO-COMPUTER OFF WITHOUT USING *** 
*** THE "CLOSE FILE AND EXIT" MENU OPTION *** 

If the micro-computer is turned off before closing the file, ALL 
OF YOUR HARD WORK WILL BE LOST! ! 

Remember to return the disks to their protect ive envelopes when 
you have finished using the MICRO-VERS program. 

When the above course enrollment information has been en- 
tered for each of the approved vocational courses, this phase of 
data entry is complete. The next step in the process involves 
identifying completers of vocational education programs. Direc- 
tions for completing this procedure is outlined in Part VII. 
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Part IV of the VEDS report requires that,, in addition to 

program enrollment, the number of students who have completed a 

vocational program be entered on each line 2 by rac ial /et hn j ' 

sex, spec ial needs and cooperative education categories (see 

table on page -85). A program completer is defined as: 

"A grade twelve student in a level 1 course who has finished a 
planned sequence of courses designed to meet an occupational 
objective that teaches entry-level job skills". 

MICRO-VERS aids the local agency in identifying these stu- 
dents through the use of Option 3, "UPDATE COMPLETERS", on the 
MICRO-VERS DATA MANAGER menu. A hard-copy print-out is provided 
which lists each student which meets the criteria for identifica- 
tion as a potential program completer. The local administrator 
may then check this list against student records to verify that 
the students have completed a sequence of courses comprising the 
vocational program with which they have been identified. Option 
3 also allows the operator to enter the program completion status 
for each student who has completed the entire sequence. 

Upon completing the input of the class enrollment data as 
outl ined in Part VI, place the MICRO-VERS Program Disk into the 
disk drive and either turn the computer on or, if it is currently 
on, type in PR#6. When the MICRO-VERS DATA MANAGER menu appears, 



MICRO-VERS User ? s Guide Page 75 

83 



Part VII Program Completers 

enter 3, UPDATE COMPLETERS. The following message will appear on 
the screen: 

PLEASE INSERT DATA DISK INTO DRIVE ONE 
AND PRESS 'RETURN' 

Remove the MICRO-VERS Program Disk and place the Data Disk 
into the drive. Press the RETURN key. The following COMPLETER 
UPDATE PROGRAM menu will appear on the screen: 

COMPLETER UPDATE PROGRAM 



ERIC 



1} GENERATE COMPLETER LIST 

2) ENTER COMPLETERS 

3) EXIT PROGRAM 

PLEASE ENTER NUMBER AND PRESS 'RETURN' 

To generate a list of potential program completers, enter 1 
and press RETURN. A message will appear on the screen which 
indicates the progress which the computer is making in identi- 
fying potential completers. When the search is finished, the 
following message will appear: 

SEARCH FINISHED 

FOUND 2 POSSIBLE COMPLETERS. 

BEGINNING SORT PHASE. 

The sample data entered earlier contained two students who 
met the criteria as grade twelve and were enrolled in a level 1 
class. These students are now being arranged into alphabetical 
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order. After a brief pause, the following message will be dis- 
played: 

SORT PHASE COMPLETE 
PLEASE READY PRINTER. 

<< PRESS SPACE BAR TO CONTINUE >> 

Since there are potentially large numbers of students who 
may be identified as program completers, this portion of the 
MICRO-VERS system requires that a line printer be connected to 
the micro-computer. The hard-copy print-out that is produced 
will also allow the local administrator the time required to 
check student records against the list and make final decisions 
regarding completions. At this point the operator should turn 
the line printer power switch to on. When this is done, press 
the SPACE BAR to continue. The following table will be printed 
on the line printer: 



STUDENT NAME 



ID. 



PROGRAM /COURSE 



PETERMAN JIM 



5501 9 



14.0203 COMPLETER ->_\^ 

PROGRAMMING I 



SMITH JANE 



55020 



14.02 0 3 COMPLETER ->. 

PROGRAMMING I 



FINISHED 
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The space to the right of the word COMPLETER in each stu- 
dent's record is provided for a check mark which is to be placed 
beside each student who has completed the vocational program 
indicated. For the sample data which has been entered, consider 
that Jim Peterman has completed the Computer Programming se- 
quence, 14.0203. 

When the printer has finished listing each of the potential 
program completers, the COMPLETER UPDATE - PROGRAM menu will be 

t 

returned to the screen. After each of the program completers has 
been identified on the print-out, select Option 2, ENTER 
COMPLETERS from this menu and press RETURN. The following will 
appear on the screen: 



ENTER COMPLETER LIST ! 
ST. ID. O.E. ST. ID. O.E. 



PRESS ESC TO EXIT, ENTER • < • TO BACK UP 
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Enter the student ID numbers and O.E. Code numbers for each 
of the students who have been identified as program completers on 
the check list. Press RETURN after entering each ST. ID. and 
O.E. The < symbol may be used to oack up one entry in order to 
correct a mistake. When each program completer has been entered, 
press ESC to exit the program and return to the COMPLETER UPDATE 
PROGRAM menu. 

Enter the ID number for Jim Peterman, 55019 and the O.E. 
Code for Computer Programming, 14.0203 onto the screen as direct- 
ed above. After pressing ESC the menu will be returned to the 
screen and the student will have been recorded as completing the 
desired vocational program. 

When all program completer have been- ident i f ied and recorded 
in the computer files, select Option 3, EXIT PROGRAM and press 
RETURN. The Applesoft cursor ] will be returned to the screen 
and the Student DATA disk may be removed from the drive. 
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PART VIII 
PRINTING TEE REPORTS 

Part VIII of the MICRO-VERS Usc-'s Guide deals with c 'play- 
ing the Reimbursement Claims report ni Parts III, IV V ct 
the VEDS report. The procedures expl*? Kd in the pre^-cus sec- 
tions must be completed before generating -\ >her report. 

In order to generate the reports, place the M ICRO-V2.R5 
PRINTER disk into the disk drive. Start th^ system by either 
turning the micro-computer power switch on, or if the micro- 
computer is already on, type the command PR#6 followed by the 
RETURN key. When the program has been loaded, the following 
screen will appear: 

PLEASE INSERT DATA DISK INTO DRIVE 0*IE 
AND .: H.2SS 1 RETURN f 

Remove the PRINTER disk at this time, remembering to return 
the disk to its protective envelope, and insert the DATA C?sk 
into the disk drive. Press RETURN to continue. The disk drive 
will access for a period of time while both the COURSE DATA and 
the STUDENT DATA are compiled by the micro-comput e<. . Depending 
on the number of courses and students in the files, this process 
may take several minutes. The progress of the work being com- 
pleted will be displayed on the screen. 
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IMPORTANT 

DO NOT OPEN THE DISK DRIVE DOOR WHILE 
THE DATA IS BEING COMPILED BY THE 
MIOIO-CCMPOTER 

It is not necessary that the operator sit in front of the 
micro-computer while the compilation is in progress. The compu- 
ter will wait for further input when it has f i n i shed comp i 1 i ng 
the report data. 

Reporting mandates require that students enrolled in train- 
ing level courses be reported in only one vocational program per 
school year. When students are enrolled in courses in two or 
more programs, the MICRO-VERS system automatically assigns stu- 
dents to the vocational program showing the larger number of 
credits. This results in the maximum reimbursement to the local 
agency. However, in cases when students are enrolled in two or 
more vocational programs showing equal amounts of credit, (a tie 
situation), the operator will be required to make a decision 
regarding the appropriate program. 

Since the sample data loaded thus far contains a program tie 
for one of the students, the following screen will appear for 
that student. 
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PROGRAM TIES 
STUDENT NAME: JORDAN JOANN 
STUDENT ID: 55024 

TRAINING LEVEL COURSES IN WHICH STUDENT 
IS ENROLLED 

CLERICAL OFFICE PROC:14.03 03 
COOP. ED. :14.0203 

IN WHICH PROGRAM CODE DO YOU WANT THIS 
STUDENT TO BE COUNTED? 

1) 14.0203 

2) 14.0303 

SELECT ONE PROGRAM => 2 

Make a decision regarding the program in which to claim as 
the student's program of study. In this case, enter a 2 corres- 
ponding to 14.0303 and press the RETURN key. 

When all of the program tie situations have been completed, 
the micro-computer will display the following message: 

ARE THERE OTHER DATA DISKS Y/N? 

1X1 BBSBQMSE 

If more than one DATA disk has been used, answer the ques- 
tion Y for YES and press RETURN. The following message will 
appear : 

PLEASE INSERT DATA DISK INTO DRIVE ONE 
AND PRESS 'RETURN' 

Remove the first DATA disk from the disk drive, replacing it 
in the protective envelope, and insert the next DATA disk into 
the disk drive. Press RETURN to continue. The disk drive will 
access once again for a period of time while both the COURSE DATA 
and the STUDENT DATA from the new disk are compiled and added to 
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the data from the first disk by the mic ;'o-computer. Once again, 
you will be given the opportunity to make decisions in tie situa- 
tions. These procedures will be followed until all of the DATA 
disks have been compiled. 
IHJL-EESEQHSE 

A N response for NO to the screen will indicate to the 
micro-computer that the analysis of the COURSE DATA and 
STUDENT DATA is complete. . Since the sample data is contained on 
a single DATA disk, press N and RETURN. 

WHERE WOULD YOU LIKE THE OUTPUT TO GO? 

1 ) SCREEN ONLY 

2 ) SCREEN AND PRINTER 

PLEASE ENTER AND PRESS ' RETURN 1 

If it is desired that the report da 4 -"* is to be displayed on 
the monitor screen and printed copy of the dat is not required, 
select Option One — SCREEN ONLY, and press RETURN. However, If 
printed copy is necessary, select Option Two, SCREE* AND PRINTER 
and press RETURN. 

To complete the Reimbursement Claims and Parts III, IV and 
IV of the VEDS Reports, copy the data from the screen or the 
printed copy to its appropriate position on the report form. The 
name of the appropriate fcu-m as well as the position on the form 
is provided. 
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Since secondary students in the sample data were enrolled 
only in business classes, all of the tables prior to 14.0000 con- 
tain zeros in the sample presented. That table should appear as 
foil ows : 

VEDS PART III 



RACIAL/ETHNIC AND SEX DESIGNATIONS 



14.0000 


: AI/AN 


: ASIAN 


! BLACK 


i HISP 


: WHITE : 


MALE 


: 0 


: 1 : 


: 0 


I 0 


: 0 : 


FEMALE 


: 0 


: 0 : 


: 0 


l 0 


: 2 : 



PART UI TOTAL => 3 

HAND ICAPPED L . E . P . D I SADVANTAGED 

2 0 0 

LEVEL 9/10 => 3 
LEVEL 11/12 => 0 

<< PRESS SPACE BAR TO CONTINUE >> 

The last screen for VEDS Part III displays the total for 
this section. Since program areas other than 14.0000 were not 
included in the sample data, this screen is the same as the one 
shown above. 
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The next screens after the VEDS Part III display data for 
VEDS Part IV for each of the O.E. Codes included in the sample 
data for which there is enrollment. 



VEDS PART IV (11/12 ONLY) 



14.0203 


• 
• 


AI/AN 


: ASIAN 


• 
• 


BLACK 


• 
• 


HISP 


• 
• 


WHITE : 


MALE 


• 
• 


0 


: 0 


• 
• 


1 


• 
• 


1 


• 
• 


0 : 


COMPLETER 


* 
• 


0 


: 0 


• 
• 


1 


• 
• 


0 


• 
• 


0 : 


FEMALE 


• 
• 


0 


: 1 


• 
• 


0 


• 
• 


0 


• 
• 


1 : 


COMPLETER 


• 
• 


0 


: ' 0 


• 
• 


0 


• 
• 


0 


• 
• 


0 : 



PART IV TOTAL => 4 

1 



HANDICAPPED L . E . P . DI SADVANTAGED 

0 0 1 

0 0 0 

CO-OP STUDENTS => 2 

0 



« PRESS SPACE BAR TO CONTINUE » 



MICRO-VERS User's Guide 



93 



Page 85 



Part VIII Printing the Reports 

VEDS Part V information is displayed next. The following 
screen shows the data from the sample entered earlier: 

VEDS PART V 



HAND. LEP DISADV. 



PART III 2 0 0 

PART IV 0 0 1 

TOTAL 1 AND 2 2 0 1 



MAINSTREAM NO SUPPORT 0 0 0 

MAINSTREAM SUPPORT 2 0 1 

SEPARATE 0 0 0 

<<PRESS SPACE BAR TO CONTINUE >> 

The reimbursement claims information are reported next. 
Part II of the claims report contains orientation level, (appro- 
val code 3), course enrollment data and an unduplicated count of 
special needs students eligible for claiming. Part III of the 
reimbursement claims report contains training level, (approval 
code 1), data. As with the VEDS reports, the information may be 
copied directly onto the prepared forms from the screen or the 
hardcopy print-out. 
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Part VIII 



Printing the Reports 



CLAIMS PART II 



01.0000 
04.0000 
07.0000 
09.0000 



> 
> 
> 
> 



0.0 14.0000 => 

0.0 17.0000 => 

0.0 18.0000 => 

0.0 TOT. SP => 



2.0 
0.0 
0.0 
0.0 



HANDICAPPED TOTAL => 2.0 
L.E.P. TOTAL => 0.0 
ECON./ACAD. TOTAL => 1.0 

<<PRESS SPACE BAR TO CONTINUE » 

CLAIMS PART III 

PROGRAM O.E. CODE TOT. ENR. 

COMPUTER PROGRAMMING 14.0203 4 

LEVEL 1 COURSES LEVEL 1 SP. ORG. 
NON-COOP COOP NON-COOP COOP 

3.0 2.0 3.0 0.0 

PROGRAM 0.2, CODE TOT. ENR. 

GENERAL OFFICE CLERK 14.0303 1 

LEVEL 1 COURSES LE : /EL 1 SP. ORG. 
NON-COOP COOP NON-COOP COOP 

1.0 0.0 0.0 0.0 



<< PRESS SPACE BAR TO CONTINUE >> 

Upon completing the above screens, the following message is 
displayed: 



PLEASE INSERT PRINTER DISK IF ADULTS 
ARE TO BE RUN, AND PRESS 1 RETURN 1 



ELSE PRESS 'ESC TO END PROGRAM 
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P art VI11 Printing the Reports 

Remove the DATA d*sk from the drive, replace it with ths 
PRINTER disk and press RETURN. After a short pause while the 
adult compiling program is being loaded the following r:-?ssage 
will be displayed: 

PLEASE INSERT ADULT DATA DISK INTO DRIVE ONE 
AND PRESS RETURN 1 

Remove the PRINTER disk from the drive and replace it with 
the Adult DATA disk. Precs RETURN. The computer will now begin 
to compile the adult level enrollment information. This process ~ 
will take a few minutes depending on the number of students and 
courses in the file. The operator may leave the keyboard while 
this operation is being conducted. The compiling status will 
again be displayed in terms of percent completed. When the 
compilation is complete, the message: 

ARE THERE OTHER DATA DISKS Y/N? 

will be displayed. If additional data disk have been employed, 
respond with Y and follow the directions, otherwise, answer N. 
The VEDS and Claims data will now be displayed on the screen or 
printer as requested earlier. As students in the sample data 
were enrolled in the Beginning Drafting and Carpentry Apprentice 
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MICROCOPY RESOLUTION TEST CHART 
NATIONAL BUREAU OF STANDARDS 
STANDARD REFERENCE MATERIAL 1010a 
(ANSI and ISO TEST CHART No. 2) 



Part VIII Printing the Reports 

classes, the only VEDS data that will be displayed are the indus- 
trial O.E. Codes, (17.0000). The screen appears as follows for 
VEDS Part III: 



VEDS PART III ADULT 
RACIAL/ETHNIC AND SEX DESIGNATIONS 



17.0000 : 


A I /AN : 


ASIAN ! 


: BLACK 


: HISP 


: WHITE : 


MALE : 


0 : 


1 : 


: 1 : 


: 0 


: 0 : 


FEMALE : 


: 0 : 


0 : 


: 0 


: 0 


: 0 : 


PART 


III TOTAL 


= > 2 









HANDICAPPED L.E.P. DISADVANTAGED 

0 1 0 

APPRENTICESHIP => 1 

« PRESS SPACE BAR TO CONTINUE >> 
As there are no students to be reported in the sample data 

for VEDS Part IV, a message to that effect is displayed. The 

next screen that appears is VEDS Part V. The following displays 

that table: 

VEDS PART V 



HAND. LEP DISADV. 

PART III 0 1 0 

PART IV 0 0 0 

TOTAL 1 AND 2 0 10 

MAINSTREAM NO SUPPORT 0 0 0 

MAINSTREAM SUPPORT 0 10 

SEPARATE 0 0 0 



<<PRESS SPACE BAR TO CONTINUE » 
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The next tables to be printed out contain the reimbursement 
claims portion of the report. The first table, Claims Part II, 
contains only the eligible adult special needs students. 

CLAIMS PART II 



HANDICAPPED TOTAL => 0.0 

L.E.P. TOTAL => 1.0 
ECON./ACAD. TOTAL => 0.0 
<<PRESS SPACE BAR TO CONTINUE » 

The next screen, Claims Part IV, contains the training 
level enrollment information. This table should appear as fol- 
lows when reporting the sample data entered earlier: 



CLAIMS PART IV 



PROGRAM 


O.E. CODE 




TOT. 


ENR. 


BEGINNING DRAFTING 


17.1300 






1 


CONTACT HOURS 


SP. 


ORG. 






71.0 


0 


.0 






PROGRAM 


O.E. CODE 




TOT. 


ENR. 


CARPENTRY APPR 


17.1001 






1 


CONTACT HOURS 


SP. 


ORG. 






155.0 


0 


.0 







<< PRESS SPACE BAR TO CONTINUE » 
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Part VIII Printing the Reports 

This concludes the MICRO-VERS process. Information is taken 
from each of the tables presented on the screen or from the 
print-outs produced on the printer and copied to the forms sup- 
plied by the State Board. The finalized reports are submitted to 
the State Board in the usual manner. 
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PART IX 
AUDITING PROCEDURES 



The process of auditing the enrollment and expenditures for 
vocational education takes on a somewhat different approach under 
a computerized system. Checks for errors in computation and 
proper claiming of students is minimally necessary. Once the 
micro-computer software has been verified against a proven set of 
"test data", it can be assumed that if correct data has been 
entered into the program, correct results will be obtained. The 
audit procedure then becomes one of "spot-checking" the informa- 
tion sources, permanent school records and input documents. The 
following procedures will be followed by the auditor when carry- 
ing out this process. 

1. Each item on the following list of information sources and 
input documents should be saved by the local educational agency 
for a period of five years: 

(a) All "Turn-Around Documents", Form 15-72 

(b) All STUDENT RECORD FORMS 

(c) All class lists and documentation verifying mid-term 
enrol lment • 

(d) Documentation verifying excess cost services for 
handicapped and/or disadvantaged students. 

(e) MICRO-VERS PROGRAM Diskette 

(f) MICRO-VERS PRINTER Diskette. 

(g) COURSE and STUDENT DATA Diskettes 

2. The MICRO-VERS Program will be verified using a "test 
program" which the auditor will provide. 
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Part IX Auditing Procedures 

3. Samples of stud /ill be obtained by the auditor using 
special auditing progi 

4. "Spot-checks" will ade with the appropriate input docu- 
ments to verify the result obtained by the MICRO-VERS program. 

5. If these checks are verified, no further audit on the claim 
forms will be necessary. A complete audit will be conducted when 
warranted . 
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PAST X 
APPENDICES 



Appendix A - Sample Forms 
Appendix B - Glossary of Terms 
Appendix C - Resources 

Appendix D - Supplemental Listing Programs 
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VOCATIONAL EDUCATION STUDENT RECORD FORM 



STUDENT I I I I I I I I 
NAME -> 



I I I I I I I I I I I I 

__!__! __|__| 



SCHOOL ID. NUMBER -> | | | 



STUDENT I.D.# -> | | | | 



-> I I 
l__l 



GRADE LEVEL -> 



ETHNIC/RACE -> 



l_ 



I I I 



OVER -AGE / UNDER-ACH I EVER -> | | 



HANDICAPPING CONDITION -> I I I I SERVICE CODE -> I I I / 

l — l — l — I l_l_l 



DISADVANTAGE CONDITION -> 



I I I I SERVICE CODE -> I I I 
l-l-l-l I — I — I 



(Codes for completing the above form on reverse side) 
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CODES FOR COMPLETING THE STUDENT RECORD FORM 



School ID # -> Blank 
01 - 99 



t 



x -> M = Male 

F = Female 



= Home School 

= Assigned to Each Participating School 
Under Special Organization 



Grade Level -> 



09 
10 
11 
12 
30 



Ethnic/Race -> 1 

2 
3 
4 
5 



= Ninth Grade 
= Tenth Grade 
= Eleventh Grade 
- Twelfth Grade 
* Adult 

American Indian/Alaskan Native 
As ian/Paci f ic Islander 
Black, not Hispanic 
Hi spanic 
White 



Over -Age/Under -Achiever -> 



Handicap Condition -> 



H01 = 
H02 = 
H03 = 
H04= 
HO 5: 
H06 = 
HO 7= 
H08 = 
HO 9= 

H10= 
Hll = 



Blank or N = No 
Y = Yes 

Mentally Retarded 
Hard of Hearing 
Deaf 

Speech Impaired 
Visually Handicapped 
Emotionally Disturbed 
Or t hoped ical ly Impaired 
Other Health Impaired 
Deaf /Blind 
Mul t i handicapped 
Learning Disability 



Service Code -> Handicapped: Use service codes 01 - 19 below 



01= Equipment Modification 11= 

02= Facility Modification 12= 

03= Reader, Interpreter, Note-taker 13= 

04= Special Occup. Class or Program 14= 

05= Special Educ. Resource Services 15= 

06= Special Transportation Services 16= 

07= Remedial Math, English, Reading 17= 

08= Tutorial Services 18= 

09= Extra Counseling; Voc. Guidance 19= 

10= Job Placement and follow-up 20= 



Adjusted Time 

Material/Curriculum Modification 
Special' Equipment 
Special Instructional Materials 
Special Testing 

Paraprof ess ional , Teacher Aide 
Economic Assistance 
Special Needs Coordinator 

Other 

Bilingual Voc. Ins tructor/VESL 



Disadvantage Condition -> 



L01= Limited English Proficiency 
D01= Lacks Reading Skills 
D02= Lacks Writing Skills 
D03= Lacks Math Skills 
D04= Performs below grade level 
D05= Economically Disadvantaged 



vice Code -> 



L.E.P. : Use 

Disadvantaged : Use 



service codes 07 - 20 above 
service codes 07 - 19 above 
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ILLINOIS STATE BOARD OF EDUCATION 
Department of Finance and Reimbursements 
Reimbursements Section 
100 Morth First Street 
Springfield, Illinois 62777 

VOCATIONAL EDUCATION REIMBURSEMENT CLAIM 



|T I. CERTIFICATION 



School District Number Date 
Community College District Number 

State Agency Institution * 

Agency Name " 

in the County of , 



We, the undersigned, certify that the vocational education programs summarized on the attached pages for the current fiscal year have 
been operated in accordance with: 1) the requirements of the Vocational Educational Act of 1963 as amended and current Federal 
Regulations governing the administration and operation of vocational education programs; 2) the Five-Year and Annual State Plan 
for Vocational Education in Illinois and minimum require- ' ns of the State Board of Education set forth therein; 3) the State and 
Federal Statutes governing operation of this educational institution; and 4) regulations established by agencies governing operation of 
this educational institution. 

We approve and/or authorize the filing of claim for reimbursement and verify that a certification is on file with the Illinois State 
Board of Education, or the Illinois Community College Board, or the appropriate State Agency that this institution has met legal re* 
quirements for operating an institution of this legal class. . . 



Date Signature of Local Gitcf Administrator Date Signature of Secretary, Governing Hoard 

I have examined the attached claim for the vocational education program in the above named institution and certify this claim to be 
true and accurate to the best of my knowledge. 



Da te Signa tttrc ofR cgiottat Stipe Hit tenden t 




Date Signature of Agency Representative 

Illinois Community Collage Board 



Da te Signa ture of State A gency Director 
PART ». ELEMENTARY, ORIENTATION AND SPECIAL NEEDS STUDENTS (not applicable to comrrunity colleges) 
1. K-8 Elementary Occupational Information Program total enrollment (99.9901): 



2. Orientation courses (level "3" approved). List total credits or non-credit hours generated by occupational area. 



TOTAL ORIENTATION LEVEL CREDITS GENERATED BY 
HIGH SCHOOL STUDENTS CLASSIFIED AS 9th, 10th. or 1 1th GRADE 


01.0000 Agricultural 




14.0000 Office 




04.0000 Distributive 


/ 


17.0000 Industrial 




07.0000 Health 




18.0000 Spncinl Programs . 




09.0000 Home Economics 




Total Orientation Claim Eligible 
for Special Organization Funding 





3. Special Needs Students • total handicapped and/or disadvantaged vocational education students who receive additional services to 
succeed in vocational courses. A student may bo classified as both handicapped and disadvantaged if they meet the criteria and re- 
ceive services in both areas. 

HANDICAPPED Total Enrollment 



'DISADVANTAGED Total Enrollment : 

Limited English Proficiency 

Economic or Academic 

A student may not be claimed as both a Limited English Proficiency and Economic or Academically Disadvantaged Student 
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•NOTE: 



ISBE 15-77 (8/82) 

ERIC 



DISJRIGT-CODE 
DISTRICT NAME 



ILLINOIS ST A1 E OUAHD OF EDUCAn^U 
Department of Finance and Reimbursements 
Reimbursements Section 
100 North First Street 
Springfield, Illinois 62777. 



^RT 111. Eligible Enrollments and Credits Generated in Approved Level "1" Funded Courses by Vocational Program 



PROGRAM NAME 

(1) 



10 



13 



PROGRAM 
CODE 

(2) 



TOTAL 
ENROLLMENT 



(3) 



TOTAL CREDITS IN LEVEL 
"V COURSES 



Non-c ©operative 
Education 
(4) 



Cooperative 
Education 
(S) 



CREDITS APPLICABLE FOR 
SPECIAL ORGANIZATION 
FUNDING (LEVEL "1") 



Non-Cooperative 
Education 
(6) 



Cooperative 
Education 
(7) 



15 



16 



17 



18 



20 



21- 



22 



23 



* 



26 
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3J£TR|firr-C00E - ILLINOIS STATE BOARD OF EDUCATION 

DISTRICT NAME Department of Finance and Reimbursements 



100 North First Street 

Springfield, Illinois 62777 

PART IV. Eligible Enrollments and Contact Hmir< G*n»r*t»A m m^^^au a ^ ^ t — » # _ . 


B^B^BB rnUGRAM/COURSE TITLE 

m_ 


PROGRAM 
CODE 

<2J ~" 


TOTAL 
ENROLLMENT 

(3) 


»-»y vuuoiiuiidi rro 

TOTAL CONTACT 
HOURS GENERATED 
IN NON-CREDIT 
COURSES 
(4) 


gram 

CONTACT HOURS 
APPLICABLE FOR 
SPECIAL ORG. 
FUNDING 
rci 


r 








(5) 


2 










3 










4 • 










5 










fi 










7 










8 










9 










10 










11 




















13 










14 










15 










16 










17 










18 










19 










20 










21 








' 1 


22 










23 










24 




















26 
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Secondary 



-I5BE USE ONLY - 



Dlttrict or Institution Name 



PART III • OTHER OCCUPATIONAL PREPARATION ENROLLMENTS 



OCCUPATIONAl 
PROGRAM AREA 

(a) 


SECTION A 


SECTION B • RACIAL/ETHNIC AND SEX DESIGNATION 


SECTION C 

SPECIAL NEE )S 


SECTION D 


PART III 
TOTAL 

(61 


American Indian/ 
Alaskan Native _ 




Black 
Not Hispanic 


Hispanic 








M5ianf 
Pacific 


miencan 
slander 


Not H 


mu 

ispanic 


Handi- 
capped 
(m) 


Limited 
English 
Proficiency 
(n) 


Dis- 

advantaged 
|o) 


9/10 

IP) 


11/12 
(q) 


Male 
(el 


Female 
W . 


Male 

t*r 


Female 
(f) 


Male 

(91 


Female 


Male 
ID 


Female 
III 


Male 
(k) 


Female 
(i) 


Agriculture 
01 - 00 Occupations 


1 


































Distitoutive 
^ w Occiipalions 


2 


































Health 
07.00 Occupations 


3 


































Occupational 
0901 Homemaking 


4 


































Home 

Economics 
°9°2 Occupations 


5 


































OKice 
1400 Occupations 


6 


































Technical 
'GOO Occupations 


7 


• •,(►,.>.! 
V t •'<>< <' 


• • „ ;r'- ■ 




f i ■ . ,\ 


1 . 

► . I 

» "\ 

i 


:r" f ? >'i 

?>? 

■ ,/-A> 

p i" r.i,! 




In 


if 


m 


sit 


if 

fit; 




■ ■{> ... 


'''■"Ik 




Industrial 
I' 00 OccuiMlions 


8 


































Other 
,a Programs 


9 


































TOTAL PART III 


10 



































I Column (bl* Columns |c| through III 
^ Column (bl 11 Columns (pi Hql 

Line 10 for each Column ' Lines I through 9 lor each Coiurnn 
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District or Institution Name 



PART IV ■ OCCUPATIONAL PREPARAIP (11/12 Grades Only) 




6-Digit 
OE Program 
Code 

ID 


SECTION 
A 


' SECTION B-RAC 


AL/ETHNIb AND S 


EX DESIGNATION 


SECTION 


C -SPECIAL NEEDS 


SECTION 
0 


American Indian/ 
Alaskan Native 


Asian American/ 
Pacific Islunder 


Black 
Not Hisnanic 


Hispanic 


White 

Not Hisnanic 


Handi- 
capped 

(m) 


Limned 
English 
Proficiency 

mi 


LMs* 

advantaged 
W 


TOTAL 
M 


Coop 
Students 
(P) 


Male 

Id 


Female 
Ml 


Male 
(a) 


Female 
ID 


Male 

(91 


Female 
(hi 


Male 
HI 


Female 
(1) 


Mile 
(kl 


Female 
(II 


Name of 

t Program: 








Enrollments 


1 
































Completers 


2 
































Name of 

^ ; Program: 








Enrollments 


1 
































Completers 


2 
































Name of 

I Program: 












— 


Enrollments 


1 






























1 


Completers 


2 
































Name of 

• Program: 








Enrollments 


1 
































Completers 


2 
































Name of 
Program: 








Enrollments 


1 






























1 


Completers 


2 
































Name of 
Program: 






Enrollments 


1 
































Completers 


2 

































ISBE 21-01 11/82) column Ibl ■ Columns Id through II) lor each Line 



(COPY AS NECESSARY) 



Pafle4o!6 



m no 



in 



f 




t 


-ISBEUSEOB 












District or institution Noma 




s 



PART V ■ SPECIAL COUNTS 



SECTION A • STUDENT TOTALS BY SPECIAL 


NEED CATEGORY 


13) 


HANDICAPPED 
(b) 


LIMITED 
ENGLISH PROFICIENCY 


DISADVANTAGED 
Ml 


Total Number of Students Reported in Part III, Line 10, Section C 


1 








Total Number of Students Reported in Part IV, Section C (Enrollments reported on Line 11 


2 








TOTAL OF LINES land 2 


3 









SECTION B • DISTRIBUTION OF STUDENT TOTALS (Part V, Section A, Line 31 BY INSTRUCTIONAL SETTING 


TYPE OF SETTING 


HANDICAPPED 
tbl 


LIMITED 
ENGLISH PROFICIENCY 

(el 


DISADVANTAGED 
Id! 


Mainstream/No Support 1 








Mainstream/Support J 








Separate • 









SECTION C • NONPUBLIC STUDENTS ENROLLED IN CO-OP EDUCATION 


PROGRAM 


UNDUPLICATED HEAD COUNT 


Co-op (Only Formula Funded) 





"0 
I 
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District or Institution Nairn 



PART III • OTHER OCCUPATIONAL PREPARATION ENROLLMENTS 



PATION A L PROGRAM AR E A 


SECTION 


SECTION B - RACIAL/BTHNIC AND SEX DESIGNATION 


SECTION C 

CDCHAI MCCDC 


SECTION 
D 


PART III 
TOTAL 
<b» 


American Indian/ 
Alaskan Native 


Asian American/ 
Pacific Islan ler 


Black 
Not Hispanic 


Hispanic 


White 
Not Hispanic 


Handi- 
capped 

(m) 


Limited 
English 
Profictency 
(nl 


Disad- 
vantaged 

to) 


Appren* 
i ticuship 

(pi 


Male 

to 


Female 
(d) 


Male 


Fern ,i!e 

in 


Male 
M 


Female 
(h) 


Male 

w 


Fnmole 
(1) 


Male 

w 


Female 
ID 


Agricultural Occupations 


1 
































Distributive Occupations 


2 
































Health Occupations 


3 
































jccupaiionai norncrndKiny 


4 
































Home Economics 
Occupations 


5 
































Office Occupations 


6 
































Technical Occupations 


7 
































Industrial Occupations 


8 
































Other Programs 


9 
































3 ART III 


10 

































- Columns (c) through (0 
*ach Column » Lines 1 through 9 for each Column 
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-ISBEUSE 



District or Institution Nmt 



PART IV * OCCUPATIONAL PREPARATION 



SECTION C 
SPECIAL NEEDS 


OCLIIUN 
D 


Handi- 
capped 

(m| 


Limited 
English 
Proli- 
ciency 
(n) 


Disad- 
vantaged 

to) 


Co-op. 
Ed. 

(p) 



OE CODE 



JiL 



SECTION 
A 



PART 
IV 
TOTAL 
■ II. . 



SECTION B-RAC 


AL/ETHNIC AND SEX DESIGNATION 




Americar 
Alaskar 


1 1ndian/ 
Native 


Asian American/ 
Pacific Islander 


Black 
Not Hispanic 


Hispanic 


White 
Not Hispanic 


Male 
( c l ■ 


Female 

pi 


Male 

H 


Female 

!!J 


Male 


Female 


Male 
li! 


Female 


Male 
Ik) 


Female 
-J!, 



SECTION E 
TYPE OF 
RECOGNITION 



1 Year 
or More 

fq) 



Less Than 
1 Year 



None 
W 



Name of 



Enrollments 


1 






































Completers 


2 







































Name of 
Program: 



Enrollments 1 




Completers 2 



Name of 
Program: 



Enrollments 



Completers 2 



Name of 
Program; 



Enrollments 






































Completers I 







































Name of 
Program: 



En -oilmen is 
































\ '> ■ " Y 
■ '■. 


./•/■'It' ■ 
• • ' V ■■ .', 


y { ".'. 


Completers \ 


\ 





































Name of 



Enrollments 


1 
































'.4:' .) 




i' V,.! ; i , 

}• l •!•'» 


Completers 


2 







































ERIC 



(Line 2) Column (b) ■ Dilumns|q) + (r| + (sl 



(COPY AS NECESSARY) 



117 



Page 4 of 6 



t 



t 



District or Institution Name 



- ISBEUSE ONLY- 



SECTION A -STUDENT TOTALS BY SPECIAL NEED CATEGORY 



Ill 


HANDICAPPED 
lb) 


LIMITED 
ENGLISH PROFICIENCY 


DISADVANTAGED 


Total Number of Students Reported in Part III, Section C 


1 






(d) 


Total Number of Students Reported in Part IV, Section C (Enrollments reported on Line 11 


2 








Total of Lines land 2 


3 









SEI 

TYPE OF SETTING 
HI 


:tic 


)N B . DISTRIBUTION OF STUDENT TOTALS 

HANDICAPPED 
Ibl 


Section A, Una 3 BY INSTRUCTIONAL SETTI 

LIMITED 
ENGLISH PROFICIENCY 

(cl , 


DISADVANTAGED * 
Id) 


Mainstream/No Support 


1 








Mainstream/Support 


2 








Separate 


3 






* 



a 

fl> 
10 

I 
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APPENDIX B 
GLOSSARY OF TERMS 



- Academically Disadvantaged = Refers to persons who are two 

years below grade level in either of the 
following: 

reading and writing skills 

mathematical skills 
If students are disadvantaged for academic reasons 
and limited English proficiency, they should be 
claimed as limited English proficiency, not both. 
Operationally, academically disadvantaged students 
may be determined at the secondary level by 
reporting students enrolled in remedial programs 
or performing below grade level on standardized 
tests or failing a grade. 

- Adult Non-Credit Training Level Course = An adult course which 

provides training level skills but is not part of 
a program sequence. These courses have an approval 
code of 6. All students are grade 30. Enrollment 
in these courses will be reported in VEDS Part 

III* 

- Adult Non-Credit Training Level Program = An adult course which 

is part of a program sequence. These courses have 
an approval code of 5. All students are grade 30. 
Enrollment in these courses will be reported in 
VEDS Part IV. 

- Adult Student = An adult student who is enrolled in a non- 

credit course with an approval code 5, 6, or 7 and 
is reported as grade level 30. 

- Alaskan Native or American Indian= A person having origins in 

any of the original peoples of North America, or 
who maintains cultural identification through tri- 
bal affiliation or community recognition* 

-Apprenticeship = Related courses for persons registered by 
Federal or State government leading to journey- 
worker status. Apprenticeship courses receive an 
approval code 7. All students are grade 30, (VEDS 
Part III) 
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-Asian-American^OT-Pacif i~c~rsTa~n~der = A~person having origins in 
any of the original peopl es of the Far Eas t , 
Southeast Asia, the Indian subcontinent, or Pacif- 
ic Islands. This includes, for example, China, 
Japan, Korea, the Philippine Islands, Samoa, In- 
dia, and Vietnam. 



- Black, not Hispanic = A person having origins in any of the 

black racial groups of Africa. 

- Contact Hours = The number of hours an adult course is to meet 

during a given term. 

- Contact Hours Claimed = The number of enrollments on the third 

session multiplied by the number of contact hours. 

- Cooperative Education O. E. Code = All students enrolled in an 

approved cooperative education program will be 
assigned a 6 digit 0. E. Code based on the 
training station placement. 

- Economically Disadvantaged = Refers to any of the following: 

Family income is at or below national poverty 
level 

Participant, parent(s), or guardian of the 
participant is umemployed 

Participant or parent of participant is 
recipient of public assistance 
Participant is institutionalized or under 
State guardianship 
If students are disadvantaged for economic reasons 
and limited English proficiency, they should be 
claimed as limited English proficiency, not both. 
Operationally, economically disadvantaged may be 
determined by reporting students at the secondary 
level who are participating in a free or reduced 
lunch program, Aid to Families of Dependent 
Children program or work-study program. 

- Handicapped Student = A person who is classified in one of the 

following eleven handicap conditions, enrolled in 
a vocational education program and has an 
Individual Education Plan (IEP) as prescribed 
under P.L. 94-142. Subs t ant ive evidence of a 
handicapping condition must be on file either from 
medical records or, where appropriate, by psycho- 
logical (and/or psys iological) d iagnoses. 
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- Peaf = Means a hearing impairment which is so 
severe that the child is impaired ifl processing 
linguistic information through hearing, with or 
without amplification, which adversely affects 
educational performances. 

- Deaf /Blind » Means concomitant hearing and vis- 
ual impairments, the combination of Which causes 
such severe communication and other developmental 
and educational problems that they cannot be ac- 
commodated in special educational programs solely 
for deaf or blind children. 

- Hard of Hearing = Means a hearing impairment, 
Whether permanent or fluctuating, which adversely 
affects a child's educational per f ormance, . but 
Which is not included under the <l$finition of 
"deaf. 

~ Mentally Retarded = Means signifioantly sub- 
average general intellectual functioning existing 
concurrently with defects in adaptive M^iot and 
manifested during the developmental period, which 
adversely affects a child's educational per- 
formance. 

- Multihandicapped = Means concomitant impairments 
(su?h as mentally retarded/blind, mentally re- 
tarded/or thoped ical ly impaired, etc*), the s com- 
bination of which causes such severe educational 
problems that they cannot be accommodated in 
sDecial education programs solely for one of the 
Impairments. The term does not include deaf /blind 
children. 

- orthopedically Impaired = Means a /•V«re ort ho- 
ped ie impairment which adversely affects e child's 
educational performance. The term >ii<uudes im- 
pairments caused by congenital anomaly {e.g., 
clubfoot, absence of some member, etc,), impair 
meats caused by diseases (e.g., poliomyelitis, 
Sone tuberculosis, etc.), and }*P*l™ 9 ?*\** 0 * 
other causes (e.g., cerebral palsy, amputations, 
fractures or burns which cause oontf sctures;. 

- Other Health Impaired = Means limited strength, 
vitality, or alertness, due to chronic or acute 
health problems such as a heart •option, tuber- 
culosis, rheumatic fever, nephritis, a sthma > 
sickle cell anemia, hemophilia, epilepsy, lead 
poisoning, leukemia, or diabetes, adversely af- 
fecting a child's educational performance. 
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* Seriously Emotionally Disturbed = The term means 

* condition exhibiting one or more of the follow- 
ing characteristics over a long period of time and 
to a marked degree, which adversely afleQts educa- 
tional per f ormance. 

An inability to learn which cannot be ex- 
plained by intellectual, sensory, or health 
factors . 

An inability to build or maintain satisfac- 
tory interpersonal relationships with peers 
and teachers. 

Inappropriate types of behavior or feelings 
under normal c ircums t ances. 

A general pervasive mood of unhAppiness or 
depression, (continued on next pa£e) 
>' A tendency to develop' phys ical symptoms or 
fears associated with personal or school pro- 
b 1 ems • 

The term includes children who are schizophrenic 
OV autistic. The term does NOT include children 
Who are socially maladjusted, unless it is deter- 
mined that they are seriously emotionally dis- 
turbed. 

+ Specific Learning Disability = Meantf a disorder 
In one or more of the basic psychological pro- 
cesses involved iri understanding or in using lan- 
guage, spoken or written, which may manifest it- 
Self in an imperfect ability to listen, think, 
Speak, read, writs, spell, or to do mathematical 
calculations. The term includes such Qonditions 
as perceptual hafld icaps , brain i n j ury > minimal 
Prain dysfunction, dyslexia, and developmental 
aphasia. The term does NOT include children who 
Have learning problems which are primarily the 
result of visual, hearing, or motor handicaps,, of 
rnental retardation, or of environmental, cultural, 
#r economic disadvantaged. 

* Speech Impaired 55 Means a communication dis- 
order , such as s tut ter ing, impai red apt iculat ion, 
ft language impairment, or a voice Impairment, 
Which adversely affects a child f s educational 
performance. 
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Visually Handicapped = Means a visual impairment 
Which, even with correction, adversely affects a 
opild's educational performance. The term in- 
ojudes both partially seeing and blind children. 



- Hispanic * A person of Mexican, Puerto Rican, Cuban, Central 



of South America, or other Spanish culture or 
or igin, regardless of race. 



Initializing Disks * Before d computer can use a diskette, the 



diskettemust be initialized. Initializing a 
diskette erases all files from the diskette and 
places A copy of DOS in tracks 0, 1 and 2. 



-Limited E^Jiatt Proficiency « Member of a national origin mi- 



nority -who does not speak and understand the Eng~ 
Ush language in an instructional setting well 
Gtfough to benefit from vocational studies to the 
seme extent as a student whose primary language is 
English* 



- Mains tre^/SUpport * refers to a program conducted in an 



integrated sett ing, i.e., students having special 
needs together With students not having special 
needs. A student having special needs should be 
reported in this section if he/she participates in 
a mainstream vocational education program in which 
added support sefvices arfc provided with voca~ 
t ional funds. 



- Ma ins treaitf/tfo Support » refers to a program conducted in an 



integrated sett ing, i.e., students having special 
needs together With students not having special 
needs, A student having special needs should be 
reported in this section if he/she participates in 
a mainstream vocational education program in which 
no support services are provided with vocational 
funds • 



- Occupation fiememaKing (09*0100) = This program includes 



courses planned to provide experiences which will 
provide males and females With the oppor tuni t ies 
necessary for the development of the competencies 
needed to successfully combine the occupations of 
homemaking an d Wage-earning. 



- Occupational Program » & planned sequence of courses, services 



or othtfr vocational education activities spe^ 
cjficaily associated with a 6 -digit OE code, 
designed to meet specific vocational objectives. 
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- Orientation Level Course - A course approved at a level 3 whose 

enrollment for funding purposes is restricted to 
grades 9, 10, and 11. There is no limit on the 
number of orientation level courses iu which a 
student may be claimed. 

- Over Age/Under Achiever = A student who has been enrolled in 

high school for more than two school years and 
does not carry an eleventh grade status may be 
classified as an over aged/under achiever. If 
such students are classified as disadvantaged 
and/or handicapped and are provided a service, 
they are eligible to be claimed in training level 
courses* 

- Potential Adult Completer = An adult student who is enrolled in . 

an approved level 5 course and has finished a 
planned sequence of courses designed to meet a 
occupational objective that teaches entry-level 
job skills. 

- Potential Program Completer = A grade 12 student in a level 1 

course Who has finished a planned sequence of 
courses Resigned to meet an occupational objective 
that teaches entry-level job skills. 

- Recognition s Refers to the type of award (such as a certifi- 

cate) given adult program completers for comple- 
tion of & defined sequence of courses, services or 
activities designed to meet a vocational objective 
as defined in advance by the institution offering 
the program. 

- Separate Settings = Refers to a program in which the person 

with special needs is enrolled at a regular school 
or separate institution in a vocational education 
program where enrollment is limited to handicap- 
ped, 1 itfi i ted Engl ish prof iciency or disadvantaged 
persons^ 'Includes all students in the following 
O. E. Coded programs: 18.9900, 18.9905, 18.9906, 
18.9907 18.9909. (VEDS Part V, Sec. B) 

- Secondary Training LfcVel Course » An approved level 1 course 

which is specifically associated with a 6~digit OE 
code and is designed to meet specific vocational 
objectives. Enrollment for funding purposes is 
restricted to grades 11 and 12. 

- Turn-Around Document * Portion of the the Local Plan for 

Vocational Education which is used for approval of 
vocational programs and courses. Form 15-72. 
Formerly referred to as Form VE-4 and VE-6. 
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- Undupl icated Count = Means an individual is reported in only 

one program regardless of the number of programs 
in which he or she was enrolled during the year. 

- VEDS = Vocational Education Data System. Annual report re- 

quired of each local education agency who receives 
Federal funds for vocat ional educat ion. 

- Variable Contact Hours = The number of hours each individual 

student is in attendance during a given term. 

- Variable Contact Hours Claimed = The total number of actual 

contact hours for all enrolled students during a 
given term. 

- White, not Hispanic = A person having origins in any of the 

original peoples of Europe, North Africa, or the 
Middle East, 
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RESOURCES 

Haadttaaa-Daanmania 

1. Apple Computer Inc., Aa&la 1L Ralaaanaa Manual, Cupertino, 

Ca: 1980. 

2. Apple Computer Inc., Au&laaali IL EaagaamiDing H.&L&.LS.&S.2. 

Manual} Cupertino, CA: 1980. 

3. Apple Computer inc., Aaalaaali 1L lulaaial Manual, 

Cupertino, CA: 1980. 

4. Apple Computer Inc., Iha DQS Manual, Cupertino, CA: 1980. 

5. Osborne, ASl&la II Dafi.r_L& Guiaa, McGraw Hill, Berkeley, CA: 

1981 . 



niinoJ.a_Siai£_E^Ld^l_Edu£alifln_Dfl£uaianla 

1. Handtififik. lax Vocational Eauaalian Rxagaam Rlanning, Spring- 

field, IL: 1980. 

2. Instructions lar. Eaama 1SBE 2.1-01 ». Saaanaaax Laxal Eraerama, 

Vocational Education Data System Report, Springfield, 
IL: (Annual Revisions). 

3. Inaiauaiiana iaa Eaama 1SEE 2.1zua* Aauli Laxal Eaaaaama, 

Vocational Education Data System Report, Springfield, 
IL: (Annual Revisions). 

4. Laaal District Elan Xsa Yocalianal Eauaalian, Springfield, 

IL: (Annual Revisions). 

5. Eulaa ana Ragnlaiiana laa lha Aaminiaiaaiian al Yaaaiianal 

Eaaeaama, Springfield, IL: 1980. 

6. vocational Eauaalian Xaa Hanaiaaaaaa* Limiiaa English Exaz 

liaianay. ana Diaaaxanlasaa Eaaaana, Springfield, IL: 

1981. 
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Compliance Reports Section 

Department of Adult, Vocational and Technical Education 
100 N First St. 
Springfield, IL 62777 
(217) 782-7084 

Thomas Swoik, Manager 

Mary Ann Merano, Occupational Information Systems 
Terry Brown, Auditor 
Roy Threlkeld, Auditor 
Bernice Young, Auditor 

Program Approval & Evaluation Section 

Department of Adult, Vocational and Technical Education 
100 N. First St. 
Springfield, IL 62777 
(217) 782-4876 

John Klit, Manager 

Fran Boyd, Assistant Manager 

R£gi£nal Ysfiaiifinal Adminiiiraiflns. 

Chicago Public Schools: 

Ed Palmer 

201 N. Wells 

Suite 1220 

Chicago, IL 60606 

(312) 793-2708 

Suburban Cook & Lake Counties: 
Bonnie Maguire 
5625 Elm St. 
Lisle, IL 60532 
(312) 968-7557 

Region I: 
Robert Wolanin 
145 S. Hill 
Roselle, IL 60172 
(312) 894-3932 
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Region II: 
Philip Baird 
1906 21st Avenue 
Sterling, IL 61081 
(815) 625-9115 

Region III: 
Kathleen Nicholson 
34 Indian Trail Road 
Macomb, IL 61455 
(309) 837-1416 

Region IV: 
Kenneth Knell 
Box 317 

Mahomet, IL 61853 
(217) 586-4551 

Region V: 
Bernard Quigley 

Department of Adult, Vocational and Technical Education 
100 N. First St. 
Springfield, IL 62777 
(217) 782-4876 

Region VI : 

Harold Finn 

601 N. 18th St. 

Mt. Vernon, IL 62864 

(618) 242-1676 
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MlGBQrYEBS-EJLfljgg t . QsmlL&SLlsiLS. 
Northern Illinois University 

Office of Vocational, Technical and Career Education 
DeKalb, IL 60115 
(815) 753-1306 
Thomas Erekson 

Southern Illinois University at Carbondale 
Department of Vocational Education Studies 
SIU-C 

Carbondale, IL 62901 
(618) 453-3321 
Jack Huck 
Bill Robinson 
Tom Roy 

Jeff Blankenship 

VESCOM Associates, Inc. 

Box 135-H 

Bruce Circle Dr. 

Lockport, IL 60441 

(815) 838-5710 

James Naylor 

Conard White 
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APPENDIX D 
SUPPLEMENTAL LISTING PROGRAMS 



Two programs are available on the MICRO-VERS PROGRAM disk 
which will allow the operator to search the course and student 
files for specific information. These programs are particularly 
helpful in locating potential errors which have been made when 
entering data. In order to use these programs, use the following 
list of procedures: 

1. Insert the MICRO-VERS Program Disk into the disk Drive and 
turn the computer power switch on. When the MICRO-VERS DATA 
MANAGER menu appears, press the RESET key in the upper right 
corner of the keyboard. Some Apple computers require that 
the CRTL key be held down whle pressing the RESET key. This 
will cause the computer to exit the MICRO-VERS System and 
the Applesoft cursor ] to be displayed on the screen. (If 
the computer is currently on and the Applesoft cursor ] is 
displayed on the screen, proceed to step 2). 

2. When the Applesoft cursor ] is displayed on the screen, Type 
CATALOG followed by RETURN. 

3. The following list of programs will be displayed: 

MICRO-VERS DATA MANAGER 

STUDENT EDIT 
COURSE EDIT 

INITDISK 

COMPLETER PROGRAM 

SEARCH PROGRAM 

LIST COURSES TO PRINTER 

4a. The SEARCH PROGRAM is used to search the Student File for 
various combinations of student data. By accessing the 
Student File in this. way, errors in student records might be 
detected by comparing the computer file with the STUDENT 
RECORD FORM. To execute the SEARCH PROGRAM, type the 
following in response to the Applesoft cursor ]: 

RUN SEARCH PROGRAM followed by RETURN 
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Follow the directions of the program. After inserting the 
DATA disk as directed the STUDENT FILE SEARCH PROGRAM menu 
should appear on the screen. If the results of the searches 
are to be printed on the line printer as -well as the video 
screen, select Option 2, ROUTE OUTPUT TO PRINTER before 
entering the search routine via Option 1, ENTER SEARCH 
ROUTINE. 



After selecting Option 1, a menu of thirteen student vari- 
ables will be listed as well as option 14 to START SEARCH 
and option 15 to CANCEL SEARCH. Any one of the thirteen 
var iabl es may be sel ected by number if certain sub-cat ego r- 
ies of students are of interest. If all student records are 
to be listed, select Option 14. 

After selecting the variable option number, a list of search 
criteria will be listed on the screen. These include: LESS 
than, EQUAL to, GREATER than, NOT LESS than, NOT EQUAL to, 
and NOT GREATER than. The search for student records is 
controlled by selecting one of these criteria. After se- 
lecting one of the criteria, the program asks, for an OPERAND 
on which to conduct the search. For example, if Option 5, 
GRADE LEVEL had been selected, the EQUAL response will list 
all students in a single grade level. The grade level is 
entered as the OPERAND. If the LESS than criteria and the 
11 OPERAND is selected all students who are less than grade 
level 11, i.e. ninth and tenth grades, will be listed. 

When the criteria and operand have been selected, the Option 
menu will be returned to the screen. Select-Option 14 to 
START SEARCH. After verifying the data selected and making 
several prompts regarding the format of the output, the 
student records which satisfy the criteria selected will be 
listed. This list may be checked against STUDENT RECORD 
FORMS to aid in detection of data entry errors. 

4b. The LIST COURSES TO PRINTER program may be used to obtain a 
hard-copy pr int-ou t of the vocat ional courses and programs 
which have been entered. To execute this program, insert 
the MICRO-VERS PROGRAM Disk into the drive and type the 
following in response to the Applesoft cursor, ]: 

RUN LIST COURSES TO PRINTER followed by RETURN 

Follow the directions on the screen and a list of vocational 
programs and courses will be listed on the line printer. 
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